TITLE: EVALUATION SKILLS FOR TOASTMASTERS AND FOR LIFE
With quite a few of you getting just starting with evaluating each others speeches and others wanting to find out to approach, for example, the general evaluation, I decided to do a talk about how you can prepare yourself to evaluate both a speaker but also other types of evaluations.
Tonight, I thought I would approach the topic of evaluation by looking three aspects of evaluation:  why evaluate, what to evaluate and how to evaluate.    

WHY EVALUATE:  

· 1.  Why motivate the speaker

· 2.  Why give quality feedback, and

· 3.  Why worry about what the speakers is thinking? 
Why motivate the speaker – if you don’t do this the speaker may not learn from the presentation they’ve just made.  When you build a speaker up about their strengths their confidence increases ─ and a confident speaker is more likely to take your recommendation on board.  So evaluation is all about confidence, followed by competence.  

Why give quality feedback.  The qualities of an evaluator are many – it takes a while to get fluent at evaluating as you have to think on your feet quite a lot.  It’s a great skill to develop as you can use it in other parts of your life.   Speakers are, of course, at different levels of competency but more importantly, at different levels of confidence.  It is important to recognise that as evaluators we play different roles – its different when you evaluate someone’s first speech  - the icebreaker, to when you evaluate a really experienced speaker. So it’s important to adjust your style with speakers that are just starting out. The willingness of the speaker to act on your recommendations is always dependent on your ability to motivate the speaker to improve – build up their confidence to make them receptive to your ideas for strengthening their presentation. 

Why worry about the speaker – well, people can look very confident and sound very confident but remember to not assume things as it is easy to think a speaker is more confident than they really are.  There are also speakers whose fear is so well hidden that we think they are OK while they really need our support and encouragement to keep them tackling the speech assignments.   
WHAT SHOULD YOU EVALUATE:

· 1.  The objectives of the speech and any other objectives that the speaker has 

What you are evaluating is the speaker objectives – always evaluate the speaker against the objectives.   Speakers will respond to being evaluated on those things they were focussed on in the preparation of their speech.  They will be motivated by recommendations that will help them to improve the skills they were working on in their speech.  It is certainly not encouraging to be evaluated on, for example,, your use of gestures when you are trying to be sincere and get to the point.
What you are evaluating is a specific speech assignment and the entire audience can learn from this.  So address the whole group and do not single out the speaker.  An evaluation is your opinion and that is how you can approach the evaluation – I thought this, I felt that, etc. 
What you are evaluating is that particular speech for that particular person.  This is an opportunity to find out more about your fellow toastmaster.  Ring them up early on instead of emailing them.  It’s easy to use email but you will be better prepared for the introduction of the speech and the evaluation if you talk to the speaker.  Find out where they are at.  They might just appreciate having a chat about their assignment as well. 
HOW SHOULD YOU EVALUATE: 

· By writing out the speech structure for that particular speaker and their speech objectives

· By giving the speaker your suggestion for improvement in the what, why and how format.

· By preparing for each type of evaluation so you have more time to be focussed on what really matters for that speaker.
How you can evaluate is by setting out a speech structure – a mini speech with an opening, body and close before you come to the meeting.  During the speech you are then able to fill in your structure with examples.  By preparing your mini-speech before the meeting you will learn what the objectives of the speech are and this means you can watch for the right things during the presentation. 
How you can start your evaluation  −  by beginning with something you liked about the presentation and then comment on the objectives, especially if you felt the speaker achieved these.   Then group your commendations and relate them as much as you can to the speech objectives.  Now come the recommendations – one or two will do and make sure you say what they can do to strengthen their presentation even further.  Say why your recommendation will help and if possible make suggestions on how to practice the recommendation.  It is all about building up the speakers confidence and making them receptive to your suggestions for making that speech even better. 

After the recommendations give the speaker some more commendations and then close the evaluation with a summary or at least finish with a commendation.

How you can be a successful general evaluator.  Let’s look at how you evaluate another evaluator.  Don’t give feedback to the speaker when you evaluating an evaluator.  So, how you evaluate another evaluator is, again, by preparing a mini-speech before you come to the meeting and when you present evaluation of the evaluator give the commendations, followed by the recommendations and explain the what, why and how of your recommendations and then finish with commendations.  There are many things to watch for when giving feedback to an evaluator – Here are some of them:
1. How well they introduce the speaker
2. Did they explain the objectives of the speech in the introduction.

3. Did they comment on the objectives in the evaluation.

4. Was their style supportive or too hard.

5. Was their evaluation styled like a mini-speech.

6. Was their feedback honest and constructive

7. Did they give a good balance of commendations and recommendations. 

8. Did their commendations relate to the speaker’s objectives

9. Did their recommendations relate to the speaker’s objectives

10. Did they tell the speaker why their recommendation was important and how they might practice the recommendation.
I don’t have time to go over other aspects of the general evaluation but I have some handouts here that give some ideas as to how to prepare for the various types of evaluations we do.  Perhaps we can put these examples on the web so that you can personalise them for your own use.  If you want to discuss any of these roles talk to your mentor and also the VP Education so that can answer your questions. 
