Saturday Morning Live General Evaluator Report

Pre-Meeting Checklist: 

Contact: Evaluation Team Leaders one week beforehand – remind them of their duties to confirm their team.
Contact: Timer and Grammarian one week beforehand – remind them of their duties, and Sergeant at Arms – be sure we have “best evaluator” ballots & evaluation forms.
	Duty – GE gets 10 minutes for final evaluation after team reports.
	Person Responsible
	Evaluation of Duty

Positive things that worked well, suggestions to make things even better

	Introduce Evaluation Team 

(Less than 5 minutes)
	GE
	

	Team Leader #1 Explains The Speaker Project and Role of the Team and Members of the Team
	TL #1
	

	Team Leader #2 Explains The Speaker Project and Role of the Team and Members of the Team
	TL #2
	

	Evaluate Management of The Meeting and How Each Person Performed Their Duties
	GE
	

	Start on Time/Create an Excitement/Overall “mood” of the Meeting, room set-up
	SA

	

	Toastmaster
	
	

	Evaluation Team Leader #1


	
	

	Evaluator


	
	

	Evaluator


	
	

	Evaluation Team Leader #2
	
	

	Evaluator
	
	

	Evaluator
	
	


	Duty
	Person Responsible
	Evaluation of Duty

Positive things that worked well, suggestions to make things even better

	Timer


	
	

	Grammarian 

	
	

	Overall meeting presentation – 

Level of professionalism? (attire, room set-up, interruptions & overall decorum)


	
	

	Presiding Officer – guest comments, handling business meeting
	
	

	Other

	
	

	Always end the general evaluation with positive enthusiastic remarks

	
	

	
	
	


