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HINTS FOR THE NEW VICE PRESIDENT - EDUCATION

Introduction
Congratulations on being elected to the role of VPE. The main role of VPE is to maintain a positive and friendly environment, with learning opportunities, dynamic programs and a friendly atmosphere. With this, the club will continue to grow and have satisfied members.
Another goal of the VPE is to ensure the club meets its educational goals for the Distinguished Club Program (DCP).
This guide will help you get a hold on your roles and responsibilities specific for the Parramatta Toastmasters Club. If you would like to read about the responsibilities outlined by Toastmasters you can read them in the Club Leadership Handbook at the link below:
	https://www.toastmasters.org/resources/club-leadership-handbook

Starting Off Checklist
When starting off your term, you should run through the following checklist:
	Familiarise yourself with this guide and the club leadership handbook (see above)
	Do a face-to-face handover with the outgoing VPE
	Meet with the incoming president to set goals for the year ahead
	Check to see if any meetings in the next 12 months fall in a holiday period where there will be low attendance (i.e. Christmas period or few days after New Year’s Day). Consult with the incoming President and arrange to have a motion to cancel the meetings on any inconvenient days.

Select dates for the club contests (see section Club Contests below)
	Select date for any special meetings (see section Special Meetings below)
	Put together a calendar for all meetings for the next 12 months, assigning each meeting a theme, a date, and a meeting number. It is your choice to select the theme for each meeting, however you may want to match with any special holiday that occurs around that time (i.e. Christmas, Easter, Valentine’s Day, ANZAC Day, Australia Day etc.)
	Send the calendar through to the Webmaster to post on the website: 

	https://www.parramattatm.org.au/dates.htm

	Send out an introductory email to members letting them know who you are and how to contact you in the event that they need to be an apology for a meeting.
	Enter all members contact details into your phone in case you need to contact them quickly to check if they are turning up to a meeting.
	Organise to get all of your contest trophies at the same time to save you having to go back and forth with the trophy shop.

Contests
We have four contests each year, you will need to pick the date in consultation with the Area Director. Each contest will require the VPE to bring along a copy of the rule book, judging forms, eligibility forms and any other special material. You can find this material below, even though the link is to the shop you can go in get PDF copies of the forms:
	https://www.toastmasters.org/resources/resource-library?rt=376690bd-1421-4590-a519-9dc8aa7980a0&t=speech
If there are too many people competing in a contest you may need to split the contest into heats or run over two nights. The four contests are:
	Table Topics - Second meeting in July or first meeting in August. Some VPEs get a high turnout for this contest by making it an opt-out contest. In this event you will likely need to organise two heats and a final which can be done on the same night.
	Humorous Speech - Second meeting in August or first in September.
	International Speech - First meeting in December.
	Evaluation - Second meeting in January. You will need to arrange a test speaker for this contest (see below)
Encourage contestants in the Humorous and International Contests to have their speeches evaluated as Pathways speeches
For the contest meetings you will need to assign the roles below:
	Contest Toastmaster - Should be selected in advance of the contest.
	The Chief Judge - An experienced member or you can invite the Area or Division Director.
	Timers - need two people.
	Counters - need two people.
	SAAs - Two for Table Topics and Evaluation. One for Humorous and International.
	Judges - It is custom not to use external judges, but rather to give our members experience in filling out a judging form. However, any paid up Toastmaster not in the contest, can judge
	Test Speaker - (Evaluation contest only) must be a paid-up Toastmaster. Someone who has not gone beyond Level 2 in Pathways and is not well known to our members, is ideal. Remember to have a gift of appreciation for the test speaker.

Certificates will need to be downloaded from the link below and printed out in advance:
	https://www.toastmasters.org/resources/speech-contest-certificate-set

There is a perpetual trophy for each contest. We also give out a trophy to the first, second and third place depending on what is in the club’s budget. The choice of supplier is yours, however, unless ordering from Toastmasters International, or there is specific Toastmasters International approval, the word Toastmasters or the Toastmasters logo MUST not be used on any trophy. The current badge supplier is authorised by TI to sell specific trophies with the Toastmaster name and logo.
You will need to arrange for the perpetual trophy to be engraved after the contest and then return the trophy to the contest winner.
Special Meetings
Parramatta has a practice of presenting three standard special meetings per year, being the Anniversary, the Christmas meeting and the Changeover meeting. The Executive agrees each year what other special meetings will be held. These special nights are discussed with the other members on the executive who could help with suggestions as to who the MCs will be, what the program will look like and how they could help. 
This is the standard meetings schedule and should be advertised in advance.
	Nominations for Executive – last meeting in April (conducted by the Nominating Committee Chairman, typically the Immediate Past President)
	Elections of Executive – first meeting in May (Conducted by the Election Chairman, typically a past President but cannot be the Nominating Committee Chairman
	Changeover Meeting – last meeting in June
	Christmas Meeting - last meeting before Christmas day
	Anniversary Meeting – to celebrate our anniversary of our Charter dinner on 15/9/66


Regular Meetings
Preparation
Have the agenda up online at least 3 weeks ahead of the meeting - see the Section Preparing the Speaking Program below. It is best to always have the next two meetings up online. Advise people via email when a program has been put online. This is sometimes done by the President, so agree what the communication channel will be.
Run through these checks before coming to the meeting:
	Update the program for any apologies
	Bring enough printed programs (approximately 30 sheets). Print these out as late as practical to minimise the number of changes you need to make on the night.
	Bring any trophies / badges / awards to presented at the meeting.
	Prepare a list of apologies to present during the business session.

Prepare a business report (see below).
At the meeting
Arrive 30 to 40 minutes prior to the start of the meeting to place around the agendas, identify any apologies and adjust the program for any changes.
	Present the program changes after the President’s opening address.
	Mark down any future apologies given during the business session.
	Make a report during business sessions. A written and electronic copy of the VPE’s report should be sent to the Secretary and President in advance, where possible. You should include:
	Congratulations to any member who recently submitted an award.

Advising upcoming contests
	Handover to the Speechcraft Coordinator for their report (if they are not separately introduced)
	The need to apologise as early as possible to assist with programming

The need to speak to time.
	The importance of apologising well in advance for non-attendance at meetings
	Advise on upcoming District Educational sessions

After the meeting
Advise the Secretary of the list of apologies and your report (if not done before the meeting).
New Members
Add the new members contact details into your phone in case you need to contact them.
	Arrange to have a badge prepared for the new member. See Section name Badges below.
	Assign a mentor to each new member. Talk to the new member and the person you are going to nominate as mentor. Make sure that both are OK with your choice.
Ensure the mentor has the Club’s Mentor Check List
	Have a new member participating in the meeting program within two meetings after they join. Start with minor roles to get them speaking in front of an audience as soon as possible. Then program their Icebreaker at the earliest possible time. You may have to juggle other members around, but most are willing to wait a little in order to accommodate a new member.
	We try and have new members compete their first three speeches as soon as they are ready, and then they join the regular roster.
	Inform new members about the Pathways Toastmasters program so that they understand what awards they can achieve and how they can be achieved. 
	Follow up with the mentor that the new member has had Pathways and the Distinguished Club Program explained to the new member.
Preparing the Speaking Program
Parramatta has a three-hour program.
Preferably all members get a chance to speak during the meeting. The high number of members we have makes it challenging for the VPE to include everyone, but with five speakers, table topics and evaluations, timer etc. it can be done.
You have a choice of many two-minute assignments also, for example, Point of View, Toast, Read or Recite, Inspirational, Word, Facts and Figures, Larfmaster, Rant, Life Hack and many more. On your roster you can arrange it so that every member has a turn to fill these roles on a regular basis. (Larfmaster is a part of Parramatta’s culture).
Contact members with key roles individually, particularly if they are either new, or not regular attendees to meetings.
If you have an idea for new and or different assignments by all means bring it up at Executive meetings. New ideas keep the programs interesting and different.
Encourage members to use the Online Guide to Meeting Assignments on our website.
Agenda Software
You are free to use whatever software works for you to program the agenda. There is an excel template available to schedule the meeting. 
If you decide to use the excel sheet you will need to pdf it an upload it to the website each time there is a change. See the webmaster for details how to upload the pdf.

Educationals
You also need to program educationals as needed during the year depending on the needs of the club or if a member needs to complete such a task.
The Roster Sheet
You will find this indispensable. You need it to track members and roles. The tracking method you use is up to you. You can use paper and pencil. You can use an electronic application such as Microsoft Excel. 
After the meeting, go back and up-date your roster putting in the changes you have made.
Whatever method you use, the roster sheet should look something like this:
Name
Date
Date
Date
John Smith
Speaker
Chairman 1
Apology
Jill Jones
Read and Recite
Apology
Speaker
Jack Brown
Evaluator
Timer
Toastmaster
Helping Members Achieve Educational Awards
Try to find out what your fellow members want out of Toastmasters and work with them towards that goal.  Sometimes the member does not have a particular goal or may have several which need to be set in order.
	You will be keeping track of the members’ progress. Consider using a progress sheet at each meeting. If not, track using your own progress sheet. Try to keep progress up to date, as this will be a big help to you in assisting each member to achieve his or her goals.

Name Badges
You will need to order name badges for new members and for members who complete significant awards like the DTM. You can order using the link below. Note that you will not get a response from the company making the name badges, they will just turn up. Be careful about spelling as they will not reprint any badges with incorrect spelling.
	https://www.d90toastmasters.org.au/downloads/GOJOBadgeOrderFormDigitalv2.docx" https://www.d90toastmasters.org.au/downloads/GOJOBadgeOrderFormDigitalv2.docx

Other Responsibilities
You will need to preside at club meetings and Executive meetings if the President is absent
	Part of your responsibility involves attending:
	District business sessions, carrying one or both of the club’s two votes.

Area Council meetings
	Executive meetings, typically monthly.  There you work closely with your fellow Executive members to ensure Club is functioning to its full potential.

District Sponsored Club Leadership Training.  Two sessions in 12 months is mandatory.
	Where possible, attend other Toastmaster events, including:

	Area, Division and District Speech Contests

District Conferences
	Speechcraft Programs

	Arrange for a replacement – On occasions when you may be unable to attend a club meeting, you should arrange for someone to carry out your duties.
	Being responsible for the mentoring program, encourage regular (suggest bi-monthly or quarterly) group catch-ups with mentors to provide assistance as a group, if needed. This task could be delegated out to another member to manage the mentoring program.
	Train your successor.  Make sure he or she is fully prepared to assume leadership and has all the necessary tools.



