Suggestions for conducting a Club, Sub-Regional or Regional Speech contest during a meeting 
A typical Rotary club meeting lasts 90 minutes and is organized as follows:
30 min – social time
5 minutes – greetings, flag salute, guest introductions
25 minutes - club business
30 minutes – speaker, followed by dismissal.

For a club meeting hosting a speech contest, the 90 minutes should be allocated thusly**:
A. 20 min - social time
B. 5 minutes – greetings, flag salute, Inspiration, guest introductions, introduction of speech Timer and judges
C. 3 minutes – explanation of contest rules and audience rules
D. 43 minutes – 5 student speakers (7 minutes each, plus 1.5 additional minutes for judges to complete scoring)
E. 17 minutes – Judges leave the room to conference and determine the winners
F. 2 minutes – Presentation of awards, followed by dismissal.

**NOTE:	 The above timeline is for a 5-student contest; a 4-student contest should free up an additional 8 minutes for club business following the speakers.

NOTES BY SECTION:
A. Before the meeting
1. If this contest is higher than Club level, meet with the District Chair (or their designee) who will give you pre-printed award certificates and prize checks with blank payees.
2. Meet with the judges and ensure that they are familiar with the judging form.
3. Meet with the Contest Timer and impress on him/her the importance of their task.  BE SURE TO LET THE TIMER KNOW THAT THE TIME STARTS WHEN THE STUDENT SPEAKS THE FIRST WORD OF HIS/HER SPEECH! (Not when the student says “Can you hear me.”)   The Timer must be sure to reset their clock to 0:00 before each student begins.  Also, the Timer should sit in clear view of the speaker and hold up signs to signal when the speech has lasted 5 minutes, 6 minutes, 6:30, and 7 minutes.  Finally, the Timer must record the exact time of each speech.
4. Make sure the students are greeted on arrival and escorted to where they will sit.
5. Meet with the students 10-15 minutes before the general meeting starts.  Draw lots to determine order of speaking (“A”, “B”, …etc.).  Review the contest rules: Speeches must be between 5 and 7 minutes; speakers will be penalized one point from their score for every 15 seconds (or portion thereof) they are under 5 minutes or over 7 minutes.  The 4-Way Test must be incorporated into the speech.  Notes are a single note card in the Regionals.  PROPS ARE NOT ALLOWED.
6. Point out the Timer to the students and indicate where that person will be seated.    Your club’s designated “timer” should sit near the speaker and hold up signs to indicate they have reached 5 minutes, 6 minutes, 6:30, and 7 minutes.
7. Be sure you have the correct name to enter on each student’s award check.  It should match the name on the pre-printed certificates, but DO MAKE SURE.
8. Encourage the students to give their speeches however they feel most comfortable.  Speakers can stand at the podium, move around with a portable mic, so long as they can be seen and heard.  Tell them they may need to speak up!

B. Remember: The correct name for the event is the “District 5340 Four Way TEST Speech Contest”.  (Not “the 4-way speech contest”, which sounds like talking out of multiple sides of your mouth).  Also, defer club announcements until during Judges’ Conference.

C. Explanation of CONTEST RULES:
1. For a Club contest, announce how many finishers your club will send on to the Subregionals (akin to “quarterfinals”). For a Subregional contest, announce that the top 2 finishers will be advancing to the Regionals (“semifinals”).  For a Regional contest, announce that the top 2 or 3 finishers will be advancing to the District Finals.  (If the District is holding 3 Regionals, the top 2 advance; if just 2 Regionals, the top 3 advance).
2. Speakers remain anonymous until after ALL have spoken and the judges have left the room; in the meanwhile, they will be Speaker “A”, Speaker “B”, etc.
3. Speeches must be between 5 and 7 minutes in length and use the 4-Way Test to evaluate a topic of the student’s choice.  One point will be deducted from a score for every 15 seconds (or part thereof) the speech is under 5 minutes or over 7 minutes in length.  PROPS ARE NOT ALLOWED.  Speakers are allowed to use notes at the Club and Subregional levels, one single 3x5 note card in the Regionals, and no notes at all at District Finals.  

Explanation of AUDIENCE RULES
4. Accord students the same courtesy you would to any speaker!
5. No one should clang dishes or get up to fill up their coffee during a speech.  
6. No one should leave or enter the room during a speech.  
7. No conversation between members during a speech.
8. Silence phones.
9. HYBRID RULE: Anyone watching the contest via Zoom must “mute” themselves and use “Speaker View” so they are able to focus only on the student who is speaking!
Ask audience members to limit their applause to a polite but unbiased level, until the final speaker has completed his/her speech. This should eliminate any potential bias on the part of the judges, and make the contest fair for all concerned.  

D. SPEECHES AND JUDGING
Speakers speak in the pre-determined order (see A-2), each followed by a short pause as the judges determine their scores. To keep the audience engaged, the judging pause may be filled either by introducing one of the judges (if not already done in Step B) or by a short (30-second) club announcement.  Notes: The next speaker could make use of this time to attach a wireless mic (if used) and pre-position themselves to take center stage.  Finally, if each judge takes the extra step to total the speaker’s score as they go, it will expedite the Judges’ Conference.

E. Judges, Timer, Club Speech Chair all exit the meeting room to Conference
1. IN THE MEETING ROOM: President or M-C calls all speakers to come forward, then asks audience for huge round of applause.  Interview each student, asking: which school they attend, what year, how they chose their topic, college/career ambitions, accompanying guests, etc.   Time permitting, club announcements may follow while awaiting results.
2. IN THE CONFERENCE: Begin by having the Contest Timer announce any penalty points applying to student scores.  Each Judge modifies their score to reflect the penalty.  Then add up each speaker’s scores from the judge.  The person with the highest total score wins!  **!  

(You may wish to have the Timer remain in the Conference to assist in the scoring and placement and help assemble the award packets.)

At a Club-level contest, the host club is free to designate placement and awards as they see fit.  

At the Subregional, Regional, and District Finals, There can be no ties for first or second place (or 3rd for a Regional)** where a monetary award or advancement to the next level is at stake.  If there is a tie that MUST be broken, you can ask the judges to determine how many categories the tied students won. There are 12 categories on the score sheet.  The judges can look at the sheets to see how many of the 12 each student won and the tie can be broken that way. Or the judges can alert you as to how they "ranked" the students.  The tie may be broken by selecting the student who was ranked the highest by the most judges. 

**On the other hand, ties are encouraged for the FINALIST place, the non-advancing speakers, who will all presumably be receiving the same award check. They will be considered to have tied for the next lower placement, so that nobody finishes alone in last place (if possible). 

Before returning to the meeting with the results, assemble the award packets by filling out in each speaker’s award check, and attaching to appropriate certificate and holder (bring paper clips!)

F. ANNOUNCING THE WINNERS:   Please start by thanking all judges, timer, and all members of the speech committee for their hard work.  Then begin by announcing the FINALISTS, the students that will not be advancing in the competition. Present each competitor the appropriate check and certificate that has been prepared for them.  Assure them that just by virtue of entering the contest, that they are all winners to Rotary!

GOOD LUCK AND THANK YOU, THANK YOU FOR DOING THIS!

