
Online Contest Procedures 
Jacqueline Smith, DTM, PQD 

March 21, 2020 
 

 **THESE ARE ADDENDA TO THE OFFICIAL CONTEST RULEBOOK ITEM 1171** 
 
***THESE ADDENDUMS ARE BASED ON THE ONLINE SPEECH EXCEPTION ISSUED ON 
MARCH 12, 2020*** 
 
**** Other than this exception, the Speech Contest Rulebook must be followed as far as it 
is applicable.**** 
 
 
Please find and download applicable contest forms from the following list: 
 
Contest forms: 
Speech Contest Rulebook 2019-20 (Item 1171) 
Speech Contestant Profile (Item 1189) 
Speaker's Certification of Eligibility and Originality (Item 1183) 
Speech Contest Time Record Sheet and Instructions for Timers (Item 1175)  
International Speech Judge’s Guide and Ballot (Item 1172)  
Judges’ Certification Eligibility and Code of Ethics (Item 1170) 
Counter’s Tally Sheet (Item 1176)  
International Speech Tiebreaking Judge’s Guide and Ballot (Item 1189)  
Results Form (Item 1168)  
Notification of Contest Winner (Item 1182) 
Speech Contest Second Place (Item 510B) 
Speech Contest Third Place (Item 510C)  
Certificate of Participation (Item 510D) 
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https://www.toastmasters.org/-/media/files/department-documents/speech-contests-documents/1171-speech-contest-rulebook-2019.ashx
https://www.toastmasters.org/~/media/f5c2e47d93994e038324b104a62835a2.ashx
https://www.toastmasters.org/~/media/D2F02D99F7EC476C90F9097C2A245E84.ashx
https://www.toastmasters.org/~/media/33c68c25af8d45688d9e7203825dfa57.ashx
https://www.toastmasters.org/-/media/files/department-documents/speech-contests-documents/1172-international-speech-contest-ballot.ashx
https://www.toastmasters.org/-/media/dcd-items/1170-judge-certification-of-eligiblity-ethics.ashx?la=en&hash=D3C36337F272BF42A443E46F3C08BA22AF4CB7FF
https://www.toastmasters.org/~/media/f1586830529047b5a2325167b925d4b1.ashx
https://www.toastmasters.org/~/media/75cd3d8e8d2f4ec7ba3c66fb2d0add7e.ashx
https://www.toastmasters.org/~/media/FFDB08B8C5004A1BB5F4BEFC618CDE5F.ashx
https://www.toastmasters.org/~/media/4D1253D1530041C29F5989DB7E33F579.ashx
https://www.toastmasters.org/-/media/dcd-items/510b-second-place-speech-contest_certificate.ashx?la=en&hash=E7F89C217FF1A76441186D902F1589D9C66ED2E7
https://www.toastmasters.org/-/media/dcd-items/510c-third-place-speech-contest_certificate.ashx?la=en&hash=3CB8BF8F628FC915308527B73FC90AB4B0313C70
https://www.toastmasters.org/-/media/dcd-items/510d-participant-speech-contest_certificate.ashx?la=en&hash=42E7AC458FFB53C6ABF341C57761AE848F6F73AC


 
Zoom Host 
 
1) Log into correct District Zoom account at https://us04web.zoom.us/signin 
Using date/time for contest, use your district Zoom credentials to create the meeting in Zoom. 
2.) Copy Zoom info and send to Jacqueline L. Smith, PQD at jlsmith.tm@gmail.com.  This 
information will be placed on the calendar info. 
3.) Host may directly invite attendees, such as contestants and contest staff or direct people 
to visit District Calendar for details 
4.) Host may make Jacqueline L. Smith, PQD, co-host, as a backup option. 
5.) Host should invite contest staff (Contest Chair, Chief Judge, Ballot Counters, Timers, 
Contestants, Toastmaster) to log in 15-20 minutes prior to start time. 
6.) At the bottom of the Host screen, there is an icon entitled “Breakout Rooms”.  The Host 
should click this and a dialogue box will appear.  The Host should adjust as follows: 
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http://www.d26toastmasters.org/our-calendar


 
 
 
7.) After the rooms have been created and as guests enter, please assign the Contest Chair 
and/or Toastmaster and Contestants to the Contestants Briefings Room.  Please assign Chief 
Judge, Ballot Counters, Voting Judges and Timers to the Judges, Timers, Ballot Counters 
Briefings Room.  
 
When attendees are in breakout rooms, they cannot be heard by other attendees in the 
mainroom.  All attendees in Breakrooms have the option of returning at anytime to the 
mainroom and should do so prior to the start of the meeting.  The Host has the option of 
unassigning any attendees in the breakout rooms and the unassigned person returns to the 
mainroom.  All attendees should return to the mainroom prior to the start of the contest.  
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8.) When it is time for the Chief Judge and Ballot Counters to count the ballots, the Host shall 
assign them to the Counters’ Room, using the same process as above.  
 
9.) Prior to the start of the meeting, the Zoom host should instruct the Timers to utilize the 
following procedure to set up Virtual Timing Backgrounds: 
 
Timers 
 
Directions for Displaying Online Timing Colors 
Timing cards, timing devices, timing apps, virtual backgrounds corresponding to green, yellow 
and red are all appropriate means of timing speeches during the contest.  
 
Timers may use the ‘Virtual Background’ feature within Zoom to display the 
green, yellow, and red colors.  In advance to the contest start, Add each of the Timer colors 
(Black, Green, Yellow, and Red) to the video conferencing software. The words “green”, “yellow” 
and “red” will appear on the corresponding virtual background.  In Zoom, a green screen is not 
required to utilize the Virtual Backgrounds. 
 
The speaker will be directed to ‘pin’ the Timer to see the web cam. During their speech, in lieu 
of  holding up cards or turning on lights, you can select the different color backgrounds to show 
the speaker the timing colors. 
 
Directions for Adding Timing Colors in Zoom 
 
While in the meeting, click on the small arrow next to the Video to open the menu. Then select 
“Choose a Virtual Background”. When the Virtual Background settings appear, you will need to 
click on ‘Add Image’ to upload the colors (Black, Green, Yellow, and Red) to the Virtual 
Backgrounds.  Once they are uploaded, they will appear as options for the Virtual Background. 
 
Please review details here: 
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background 
 
Directions for Changing the Colors During a Speech  
 
While in the meeting, click on the small arrow next to the Video to open the menu. Then select 
“Choose a Virtual Background”. The menu can stay open during the entire meeting allowing you 
to select the color of the background. At the beginning of the speech, select the Black 
background. When appropriate, change the background to Green, then Yellow, and finally to 
Red. After the speech is complete, change the background back to Black.  
 
If timers choose an alternative method to the virtual background, the timer needs to ensure the 
alternative method (cards, timing lights, timing apps, etc) are readily visual to the speaker.  
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Speakers 
 

1. Speakers should download free Zoom software at https://zoom.us/download and 
familiarize themselves with functions well before the contest. 
 

2. Speakers are responsible for providing their own equipment, in most cases, simply a 
laptop with built-in webcam. 
 

3. In the case of technology failure, and the Chief Judge determines that the contest can no 
longer continue (due to a lack of contestants or contest officials), the contest will be 
reconvened at a later date or time.  If only one contestant is impacted, the Chief Judge 
should pause the contest until the technology issue is resolved. The contestant should 
resume their speech at the point at which the technology failed and will be allowed 30 
seconds extra overtime before being disqualified. 
 

4. The contestant should stand far enough away to allow torso to top of head to be seen. 
 

5. Speaker should ensure that his/her voice projects enough to be clearly heard. 
 

6. Speaking area is within the frame of that which can be viewed by others, in other words, 
the speaker should be visible at all times. 
 

7.  Speakers shall ensure their environment is quiet and well-lit.  Speaker may be asked to 
adjust lighting and sound for best quality. 
 

8.  While a speaker is speaking, audience members are instructed to mute their 
microphones and turn off their webcam video.  This will increase bandwidth for the 
contestant and hopefully cut down on technology failures.  
 

9.  Speakers shall receive an electronic version of the Speech Contestant Profile (Item 
1189) and Speaker's Certification of Eligibility and Originality (Item 1183).  Speakers 
shall return these forms electronically to the Contest Chair prior to the start of the 
Contest, electronically. 
 

10. Speakers shall be briefed by Contest Chair/Toastmaster via live video conferencing prior 
to the start of the contest. 
 

11. Speaker should be instructed to pin the timer’s video so that he/she can see the timing 
signal.  The speaker shall be instructed as to what type of signaling device shall be 
used, such as cards, timing lights, virtual timing.  
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https://zoom.us/download
https://www.toastmasters.org/~/media/f5c2e47d93994e038324b104a62835a2.ashx
https://www.toastmasters.org/~/media/D2F02D99F7EC476C90F9097C2A245E84.ashx


Contest Chair 
 
1.)  Contest Chair will email the Speech Contestant Profile (Item 1189) and Contestant 
Certification of Eligibility and Originality (Item 1183)  to each contestant and receive completed 
forms PRIOR to the contest. This may occur via email with scanned, completed forms returned 
to the Contest Chair.  Alternatively, the Contest Chair  may receive an image of the completed 
form via mobile communication, that is a picture of the signed paperwork.  
 
2) Contest Chair will verify with Chief Judge that all contest functionaries have downloaded the 
appropriate forms, found on page 1.  
 
3) Before the contest, contestants are briefed on the rules by the Contest Chair. Contestants will 
then draw for their speaking position with the contest chair using playing cards. Contest Chair 
with shuffle six cards and hold up to camera. Contestants will pick one at a time, like a 
traditional contest. Chair will provide the speaking order to the Toastmaster or if acting as 
Toastmaster to determine the flow of the contest. 
 
4) The contestants must be briefed using live audio and video conferencing tools utilizing an 
online platform. During the briefing  

a. The Contest Chair explains the designated speaking area for the contest. They must 
be set to ensure that each contestant’s gestures and facial expressions will be captured by their 
camera and their voice will be clearly captured by the microphone. If necessary, the Contest 
Chair will advise contestants on additional lighting needs. See below for an example:  

b. Each contestant tests their technology and practices in the designated speaking area 
to ensure that they are visible and audible.  

c. The Contest Chair explains the alternative method of communication in case of 
technology failures.  
 
5.) Contest Chair will instruct the contestants to pin the timer’s video so that he/she can see the 
timing signal.  The contestants shall be instructed as to what type of signaling device shall be 
used, such as cards, timing lights, virtual timing.  
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Chief Judge 
 

1) Chief Judge will instruct functionaries to download applicable forms found on page 1. 
 

2) The Chief Judge shall obtain completed Judge’s Certification and Code of Ethics (Item 
1170) PRIOR to the start of the contest.  This may occur via email with scanned, 
completed forms returned to the Chief Judge.  Alternatively, the Chief Judge may receive 
an image of the completed form via mobile communication, that is a picture of the signed 
paperwork.  

 
3) The contest officials must be briefed using live audio and video conferencing tools 

utilizing an online platform. During the briefing: 
 

 a. The Chief Judge advises all contest officials on the designated speaking area.  
 
 b. The Chief Judge instructs judges, counters, and timers on the process for submitting 
the appropriate ballot for the contest, Speech Contest Time Record Sheet and 
Instruction for Timers (Item 1175) and Counter’s Tally Sheet (Item 1176). Digital 
signatures are accepted.  
 
c. The Chief Judge instructs judges on the process for a protest.  
 
d. The Chief Judge instructs timers on the process for timing. i. Two timers are appointed 
by the chief judge. ii. Each uses a stopwatch to time the contest. iii. One uses a signaling 
device that displays green, yellow, and red colors and signals the contestant at 
appropriate times during the speech. iv. The other maintains and delivers to the Chief 
Judge the written record of elapsed time on the Speech Contest Time Record Sheet and 
Instruction for Timers (Item 1175) via pre-determined method of instant communication 
(email or mobile phone).  
 
e. The Chief Judge explains the alternative method of communication in case of 
technology failures.  
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Complete Technology Failure 
 

1.) The Online Contest Exception indicates that alternative method of communication should 
be identified should the online platform become completely unavailable to all users. 

2.) The Chief Judge may determine if best to reschedule and reconvene should a complete 
failure of technology occur. 

3.) The District 26 Free Conference Call number, as follows, is the alternative method of 
communication: 

a.) Free Conference Call # 425-436-6338, Access Code # 886291.  This alternative 
shall allow contest officials to communicate with the chief judge and contestants 
to communicate with the contest chair.   
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Exchange of Paperwork During the Contest 
 
Chief Judge will instruct functionaries to download applicable forms found on page 1.  The Chief 
Judge shall follow the rules for briefing found in the Contest Rulebook (Item 1171) except for the 
following regarding the exchange of paperwork. 
 

1) During the briefing, the Chief Judge must identify and provide the best means of instant 
communication, email or mobile phone.  Once the method has been identified, the Chief 
Judge and ballot counters shall provide readily accessible email addresses or mobile 
numbers to judges.  
  

a) Upon completion of ballots, the judges shall either email a completed ballot or 
text an image of the completed ballot to the Chief Judge and the ballot counters.  
 

b) Upon completion of the tie breaking ballot, the tie breaking judge shall either 
email a completed ballot or text an image of the completed ballot to the Chief 
Judge only. 
 

c) Upon receiving all ballots, via the desired means of communication, the Chief 
Judge shall alert the Contest Chair, via the private chat within Zoom, that all 
ballots have been collected. 
 

d) The Contest Chair shall alert the Host that all ballots have been collected and the 
Host will move the Chief Judge and the Ballot Counters to the Counters Breakout 
room. 
 

e) When the Chief Judge and ballot counters have completed their count, they 
manually exit the breakroom and re-enter the mainroom. 
 

f) In the case of a protest, the Chief Judge will alert the Host to move appropriate 
contest officials to the Counters Room for discussion. 
 

g) During the counting of ballots, the Contest Chair or Toastmaster may conduct 
contestant interviews.  
 

h) Contestant (and 2nd & 3rd place) certificates may be completed electronically 
and emailed to the contestants and winners.  The Contest Chair and/or the 
Toastmaster should complete the certificates. 
 

i) The Chief Judge will email or text an image of the completed Results Form 
(1168)  to the Contest Chair and the Notification of Contest Winners to the 
Toastmaster (or Contest Chair if no Toastmaster is present). 
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j) Trophies will need to be mailed to winners and sender should seek District 
reimbursement. 
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