Toastmasters Timer: Your Role, with Script
AS A TIMER, your role is to record, indicate and report the time for the speakers. You need to inform whether the speaker delivered their speech according to their project requirements or as per the agenda. Since our sense of timing is pretty poor (as scientifically proven), the timer’s report and time reminders (as in green, yellow and red indicators) are the guides for speakers to improve their time management when preparing their speech and getting a sense of it during their speaking.

YOU WILL NEED (provided by the Sergeant-At-Arms): 
a. Stop Watch

b. Timing Cards – the green/yellow/red folder (also, there are apps for iPhone and Android that can be used)

c. Recording Sheet

YOUR ROLE AT THE MEETING

In our club, at the beginning of the meeting, the Toastmaster of the Day (TMD) introduces the roles for that day. Sometimes the TMD asks you to explain your role at that moment, or you can explain it during the evaluation part of the meeting, before you do your report. In either case, your script could look like:

“As a Timer, my role is to remind speakers how much time they spent on their speeches and how much time they have before they should finish them. When the green card is raised, the speech is long enough according to their project (usually 1 min for table topics, 5 min for prepared speech (depending on the project), etc); the yellow card is raised to warn the speakers that their time is up soon; the red card indicates that the suggested time is finished.”

You can check in the Timer form when the cards must be shown for each of the roles. The TMD also mentions how long the speeches must last. You will report the time spent by each speaker in the evaluation part of the meeting.

Based on your judgment, start your stopwatch when the speaker expressing definite verbal or nonverbal communications (for example, the first word uttered by the contestant, or any other communication such as sound effects). Importantly, only hold up the green card AFTER the minimum time for that speech is reached. Make sure the speaker spotted your card signals or hold for at least 30 seconds.

We usually don’t need to record the time for the President Opening/Closing Remarks and the guest introduction.

Do pay attention to the requests from the TMD for any additional timing services needed. For example, one minute after the prepared speeches for the audience to write down their thoughts on the feedback forms.

TIMER REPORTS

At the end of the meeting, usually after the Ah-Counter and the Grammarian reports, you will be called back to the stage by the General evaluator, to announce your timing reports.

Read aloud the time of each speaker that spoke. Optionally, give comments to their time management, whether they are over time or under time. If you have not explained your role in the beginning of the meeting, do it before announcing your reports. Otherwise, your script could look like:

“I now announce the time for each speaker, here goes:

For Table Topics, two minutes is the maximum of time allowed for each speaker. Cecilia is one minute and twenty seconds, Derek is two minutes and fifteen, Jack is one minute and five seconds. [Optional: Seems like Derek could speak shorter while Jacky should speak at least one minute and thirty seconds].

Speaker number 1, Agnes, gave her speech in six minutes and twenty seconds, and the limit was seven minutes. Good job, you qualified! The second speaker, Josephine, was a little over the five-minutes limit, giving her speech in five minutes and twenty-three seconds. [Optional: Everyone did a great job regarding the use of time in their speeches! Well done!]
For the Evaluators… [same as above in reporting the time and optional comments on speakers time, whether they are below or over time]”

The importance of reporting the time aloud to everyone, especially to the speakers, is to give the Toastmasters a chance to realize how much time they actually spent on the stage – which can be either longer or shorter than what they expected when preparing/rehearsing their speeches. Your role is to train their sense of timing by providing accurate timing report to them. You will be amazed that speakers that gave speeches on the stage would actually jot down the time from your report for future references.

DON’T FORGET

Do not forget to ask a colleague to evaluate your performance as Timer during the meeting, since it can earn you points towards your Competent Leader Award. As with the Competent Communicator goals (CC, see Competent Communicator Manual), becoming a Competent Leader (CL, see Competent Leadership Manual) is also a goal of the Toastmaster. 
Questions about Timer’s role in some situations:

1) Overtime and Speaker Not Leaving the Stage - When a speaker shows no sign that he/she will conclude the speech and the red card signal has already been raised.
- Depending on the situation, the TMD should try to round up the speaker’s thoughts for her/him to pass the stage to the next speaker. The role of the Timer, even in overtime situation, should remain just as a “timekeeper” in recording, indicating and reporting the time to the speakers on stage. The pace of the meeting would be upon to the shoulder of the TMD, the host of the meeting, to judge the appropriateness.

2) Sitting Arrangements

- Timer should always consider seating somewhere prominent that the speaker could see the signal card/lights easily, yet comfortable enough for yourself to use the stopwatch, signal card/lights and jotting down the time. For example, it’s common that the Timing Lights cannot be arranged in the center when the plug is somewhere far away. Do consider reminding your speakers where you are when you think they might need to twitch their heads for you [image: image1.png]


.

3) Punctuality

Meeting could begin or finish earlier/later than it should be, and it is always up to the TMD to grasp the meeting pace. Anyway, it is more appropriate for you to remind the TMD rather than taking it in your own hands. Remember, your role is to record, indicate and report the time.

We hope this little summary helps you to be comfortable and enjoy when you are selected as a Timer. Nevertheless, you can always ask more experienced colleagues for advice. Remember, we are here to help each other. Have fun!
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