
Chief Judge’s Check List  

Be prepared, you are a large part of the smooth operation of the contest.  Arrive 30 to 40 minutes early 
to the contest.  Use this time to get organized. 

It is important to have all materials. Bring the following with you: 
Ballots, both judge’s and tie breaker 
Blank paper 
Envelopes 
Judge’s Eligibility forms 
Tally sheets  
Timer sheets  
Contestants Certification of Eligibility and Originality forms  
Notification of Winner forms  
Pens   
 

The Chief Judge must have the Contestant Certification of Eligibility and Originality form from each 
contestant before the contest can begin. Get a list of contestants from the Contest Chair and verify who 
has not previously supplied form, collect the form as contestants arrive. 

Do any of the briefings as soon as members are available.    

Talk with the timers, timing begins when the contestant has significant gesture to audience or first 
words.  Check timing lights, stop watch, cards to be used as backup. Time for each contest is listed on 
the timing sheet.  Lights are to remain on until the end of the contestant’s speech.  Provide an envelope 
for the timing sheet and only the Chief Judge will collect. 

The Tie Breaker judge does not have to attend the judge’s briefing, but may if he/she wishes.  
Instructions to Tie Breaker judge are the same as other judges except he/she must rank every 
contestant on their ballot.  Only the Chief Judge will collect this ballot. 

As Chief Judge whenever possible attend the contestant briefing(s).  Make sure the contestants 
understand how a protest works and that the contestant has the right to lodge a protest.  This protest 
must be done before the winner is announced.  Best time to speak with Chief Judge is when he/she 
leaves the room to count votes.  The contestant that lodged the protest will remain anonymous.  Check 
the speaking area given to the contestants to be sure the same area is given to the judges. 

Check with Sergeant at Arms for room assignment for judge’s briefing and counting the ballots.   

All judges including the Tie Breaker Judge are require to sign the Judge’s Eligibility Form.  When a 
judge signs this form it is a contract which certifies many details or concerns.  First, the judge is a 
member in good standing of a club in good standing with Toastmasters, Inc.  Second, the judge has 
been a member for 6 months and given 6 speeches or completed Level 2 in Pathways.   Third, the 
judge is not competing in the current contest and if the contest is Division level or higher, he or she is 
not a member of any club that has a contestant competing in the contest.  By signing this form, the 
judge agrees to pick a winner with integrity, to be unbiased and non-prejudice, to judge only the speech 
given today and to judge using the criteria given for each speech.  Confidentiality is important, please 
keep your judging information secret. 
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INFORMATION TO GIVE TO JUDGES 

The top section of the ballot is your worksheet, this should not be left lying around but taken home with 
you. On the front of the ballot is the categories for the criteria and on the back of the ballot is an 
explanation of the criteria.  Most people start with the right column of worksheet, judge the first speaker, 
then fold the column back to judge the next speaker, that way they always judging using the criteria.  A 
total of 100 points are available to the judge in 4 to 9 categories.  If the category has a value of 15 
points, but you want to give 13 points, you may use a minus 2 points, it will be easier to add smaller 
numbers when totaling the column then subtract from 100. 

The bottom section of the ballot is the actual ballot, the judge must sign and print his/her name or the 
ballot will not be counted.   If there are 3 or more contestants the judge must vote for 1st,2nd, and 3rd or 
the ballot will not be counted.  Please print the contestant’s name as it is showed in the contest program.  
Do not time or disqualify for any reason.  If the judge spoils his/her ballot, the Chief Judge will have 
additional copies.  Please refrain from making extra marks and lines on this section of ballot, it should 
be easy for the vote counters to read.  Put signed ballot in provided envelope and hold up for vote 
counter to collect. 

Contestants are allowed to use up to 25% of someone else’s work but that work must be accredited to 
the original person.  If the judge feels the speech is not original or more than 25% is someone else’s 
information, the judge may lodge a protest. The judge may write a note to explain the protest or follow 
the Chief Judge out of the room when he/she leaves to count ballots.  Once the judge has talked with 
Chief Judge the identity remains anonymous.  The Chief Judge will ask the judges to attend a meeting 
and the protest will be discussed.   After that discussion, the contestant will be asked to join the judges.  
Only the Chief Judge should ask questions such as; when, where, why they got the idea for speech, 
did they tell anyone else. The contestant should not be bombarded with questions from the group.  After 
the contestant leaves the room, the judges vote if there will be a disqualification.  The judges leave the 
room and vote counting is started. 

 

VOTE COUNTERS 

Voting counting requires 3 members, preferred non-club members of the contestants’ club but there is 
no rule.  A vote counter can be any member.  Vote counters attend the judge’s briefing so they can 
recognize the judges and know the number of ballots to collect.  The vote counters stand in different 
areas of the room, but not next to the judges. It makes no difference if you take 1 second or 5 seconds 
to collect the ballot.  Help keep the judges anonymous, don’t stare at them.  Hold up the number of 
fingers for the number ballots collected as a signal to the Chief Judge so he/she will know when all 
ballots have been collected.  During this time the Chief Judge will collect the timer’s sheet and the Tie 
Breaker ballot.  The Chief Judge announces the ballots have been collected and leaves the room with 
the vote counters.   

The tally sheet is provided by Chief Judge, contestants names are written across the top and judges 
name along the side this can be done as the votes are opened.  One counter will read the ballot while 
other writes the names and gives the contestant 3 points for 1st place, 2 points for 2nd place, and 1 
point for 3rd place according to the judge’s ballot.  Roles are changed among the 3 counters, and the 
process is done a 2nd time.  The time sheet is check for disqualifications for time and written on the 
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bottom potion.  The tally sheet is totaled and the winners written on the bottom of the sheet with any 
the disqualifications, all counters must agree and sign their initials.  The bottom potion is put into an 
envelope by Chief Judge and given to presiding officer.  

If one of the 3 positions is a tie, the tie breaker ballot is opened. On the tie breaker ballot the position 
of the two contestants that are tied is checked.  The contestant with the higher-ranking position is the 
winner of tied position and the other take the next position down.  For example, there is a tie for 2nd 
place between contestant A and contestant B.  On the tie breaker ballot, Contestant A is in 5th place 
and contestant B is in 4th place.  Contestant B would win 2nd place and Contestant A would win 3rd 
place. 

The Chief Judge will keep and take home all paperwork.  The Presiding Officer should be given the 
completed Notification of Winners form.  He/she will pass to next level of contest. 

 


