Effective Evaluation Guideline
(Condensed from various evaluation article published in Toastmasters newsletters and clubs)

	Listen carefully
	· Note specifically what the speaker did well and explain how this was effective.

· Note specifically what the speaker could improve upon and give a constructive suggestion.

	Deliver evaluation
	· Use the “sandwich technique”. A positive comment, followed by a suggested improvement, followed by a positive comment.

· Personalize your language. Describe the effects the speech had on you without being judgmental.  Avoid any abrasive language.

· Use phrases like “I felt…”,  “My reaction was…”, “It seemed to me…”,  “My impression was…”

· Avoid phrases like “You didn’t…”, “You weren’t…”, “You wronglfully…”.

· Do not re-iterate the speech.  Evaluation requires analysis of the speech, not a summary of the content.

· Do not interject your opinion of the topic. Support, help and encourage the speaker.  Imposing your values or opinions, especially opposing ones, is not appropriate.

· Do not whitewash.  Simply praising the speaker without genuine suggestions does not benefit the speaker.  Honest observations and suggestions are necessary to foster growth.

· Promote self-esteem. Always end on an upbeat note, thus encouraging the speaker to continue and be motivated to improve.

	Example: "I considered steroid abuse just a professional baseball problem until I heard Tom’s speech tonight.  The statistics he quotes are staggering and showed me the problem cuts across all sports, all ages. By quoting well-researched details by the DEA, he has clearly articulated that the issue is bigger than I had thought. I felt the story could have even greater impact to the speech by expanding more on the statistics of the steroid use among our youth.  For example, breaking down the statistics between high school and collegiate would strengthen the emphasis this problem affects the very young athletic. As Tom’s well-researched speech show, we have over a million kids who are using steroids. It has inspired me to become involved—it’s going to take all of us to make a difference.”

	Use the GLOVE method for overall evaluation.

	Gestures
	· Was there body movements and facial expressions.

· Did they make eye contact with the audience?

	Language
	· Was the language appropriate?

· Were the words used correctly?

	Organization
	· Was the transition between the introduction, speech body and conclusion clear and effective?
· Was the purpose of the speech clear?

	Voice
	· Could everyone in the audience hear the speaker?

· Was there vocal variety? (Flexibility, Speaking Rate, Vocal pitch, etc)

	Enthusiasm
	· Did they demonstrate positive energy?
· Did they harness any nervous energy?


	Speakers Name:
	Speech Title:

	Speech Objectives
	Notes

	1.
	

	2.
	

	3.
	

	EVAL Method
	Notes

	Assets:
	

	LL:
	

	GLOVE Method
	Notes

	Gestures
	

	Language
	

	Organization
	

	Voice
	

	Enthusiasm
	

	Listening Carefully
	Notes

	Specific Effectiveness
	

	Specific Suggestions
	


This outline is used as a tool to assist the evaluator to write his/her notes during the speech. These notes can be transferred to speakers manual afterwards or simply inserted as is into the manual. The Assets and LL are from the EVAL method.  Assets are specific strengths the speaker has asked for observation; the LL are previous lessons learn that the speaker is working on and has asked the evaluator to observe for improvement.
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