
The times they are a changing. 

Welcome to the beginning of the end of the non 
digital way of doing things.



TOASTMASTERS  WILL CHANGE 
BECAUSE THE WORLD IS CHANGING

• We can either embrace change and thrive, or we can be left behind.

• We can love change or hate it, it is up to how we choose to see it.

• Personally I welcome this change, it has caused me to upgrade my 
skills and see new opportunities.

• I encourage you all to approach digital communication with an open 
mind.



HOW WILL TOASTMASTERS CHANGE ?
• While our regular meetings will be the same, we will do 

more communications on line It is a perfect way to do 
coaching and mentoring.  

• This presentation will have two parts;

1. How to use Zoom

2. How to use Zoom in a virtual Toastmaster meeting.



WHAT TO KNOW ABOUT WEB 
MEETINGS AND CONFERENCES

• You need to have a good internet service.

• You can use any device that has a camera, a microphone and a speaker 
and can connect to the internet.

• Typical devices used for web conferences are laptops, tablets and 
smartphones.

• You need to know that the technology is not all that complicated and 
anyone can learn to use it. 



WHAT IS ZOOM?

• Zoom is a free software app that facilitates on line meetings.

• Host up to 100 participants

• Unlimited 1 to 1 meetings

• 40 mins limit on group meetings

• If you wish to have meetings longer than 40 minutes, the fee 
is $20 per month for up to 100 participants at a time.



WHAT DOES ZOOM DO?

• Zoom users can choose to record sessions, collaborate on projects, and 
share or annotate on one another's screens, all with one easy-to-use 
platform.

• Zoom works on Windows, Mac, Linux, iOS, Android, Blackberry, and 
Zoom Rooms.

• With Zoom we can conduct our Toastmasters meetings until the Covid 19 
crisis is over. 



WHY SHOULD WE SELECT ZOOM 
AS OUR WEB CONFERENCE TOOL?

• Zoom is our choice as it is inexpensive to be a host / presenter and free to be 
an attendee. 

• It is easy to use and works amazingly well. 

• We will be able to use Zoom for our Club Executive meetings.

• We will be able to use if for mentoring and coaching.

• And when you get on to using Zoom, it is actually fun.

• We are excited about the Zoom possibilities. Zoom – Zoom – Zoom.



HOW TO INSTALL ZOOM
• To install on Windows, search on “Zoom download”  or go to this link.

• http://download.driversupport.com/lp/gppc/alt?tid=US-OEM-BroadMatch-
Search&oemid=&odmid=607&utm_source=AdWords&utm_medium=PPC&ut
m_term=Zoom%20Download&utm_content=340642221801&utm_campaign=
US-OEM-BroadMatch-
Search&m=Zoom&s_kwcid=AL!4343!3!340642221801!b!!g!!__EFKW__&gclid=C
j0KCQjw09HzBRDrARIsAG60GP_LlIIl3J4zzn1cf5y_vCsckWx1KAWK2tNLr9orZ_i3O
kT8rnXaXJYaAst7EALw_wcB

• On your hand held Android device go to Google Pay and find the zoom ap.

• On your hand held iPhone or mac, go to 
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307

http://download.driversupport.com/lp/gppc/alt?tid=US-OEM-BroadMatch-Search&oemid=&odmid=607&utm_source=AdWords&utm_medium=PPC&utm_term=Zoom%20Download&utm_content=340642221801&utm_campaign=US-OEM-BroadMatch-Search&m=Zoom&s_kwcid=AL!4343!3!340642221801!b!!g!!__EFKW__&gclid=Cj0KCQjw09HzBRDrARIsAG60GP_LlIIl3J4zzn1cf5y_vCsckWx1KAWK2tNLr9orZ_i3OkT8rnXaXJYaAst7EALw_wcB
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307


TEST TO SEE IF YOUR MIC AND 
SPEAKERS ARE WORKING.

• When you log on, Zoom offers you a mic and speaker test. 
Click on speakers and you will hear a sound if things are 
working.

• Click on mic and talk, if you see the bar moving and hear 
your voice repeat back to you, you are good to go.

• If you can not hear or see others, there is a chat feature that 
you can use to communicate with.



ON-LINE MEETINGS GUIDE

• Prepare well in advance of the meeting time. When you are all set up, allow 
about 15 minutes so you don’t feel stressed and so you can chat with your 
fellow members.

• Remember that our minds tend to shut down when we are stressed, which 
tends to make us feel incompetent.  So taking your time will allow you to be 
able to think clearly while learning a new skill.

• First thing to do is decide are you a minimalist, a video pro, or somewhere in 
between.

• Being a minimalist makes sense if you are just going to be a participant, but if 
you want to host your own video conference, then you need to take a little 
more care and a little more money.



GETTING SET UP
• Lighting is important. 

• Don’t sit with your back to a window if it is daylight outside.

• For a basic conference you need to make sure your face is well illuminated. 
Make sure you are facing the light and it is not coming from behind you.

• A step up from Basic that makes a big difference, try a ring light.



GETTING SET UP
• . You can upscale your ring light for an even better result.  This is what I use.



GETTING THE LIGHTING RIGHT

• . Look at yourself on the screen and move your light sources around until 
you look your best.

• Zoom has a blurring feature that you can use to soften how you look, it is 
called Touch up my appearance. 

Click on Settings, and 
then click “touch up 
my appearance.”



THINK ABOUT YOUR IMAGE.
• How you look is important. Here are some tips.

• Don’t wear white.

• Make sure your attire contrasts with your background.

• While you are on line make sure that you are aware that everyone can see you even 
when you are not speaking.

• Log on to zoom and take a look at how you look, ahead of time.

• If you don’t have the time to make sure you look good, then you can disable your 
webcam by clicking the video icon on the bottom left corner of your Zoom screen. It is 
much nicer if we all can see each other.

• You can use a head set which is good for sound, but not best for appearance, a lapel 
mic is much nicer. 

• Of course if you are in the technology industry, it is kind of normal to look Geeky, with 
viable hardware, but if you are a Toastmaster, you strive to look professional. Clean and 
uncluttered is always better.



THINK ABOUT THE BACKGROUND.

• Keep in mind, the more professional you look the better it is for your personal 
brand.

• You look better if you have a clean uncluttered looking background.

• It is a little bit complicated, but you can install a software background. Zoom 
allows you to add backgrounds.

• You look better if there is not a bunch of movement in your screen, by you or 
others. If you need to do something that could be a bit disruptive, turn off 
your web cam. The icon is in the bottom left of your screen right next to the 
microphone icon. 



CONSIDER SOUND.
• Consider getting a lapel microphone, to avoid needing a headset.

• The one I am using is pictured below. They don’t pick up as much background noise.

• Omni directional Microphones, such as on a laptop, pick up a lot of background 
noise, so take care in where you are sitting. 

• Pick a place where it is reasonably quiet. People will tolerate a poor video quality, but 
They won’t stay if the audio quality is bad.



DON’T DO DISTRACTING THINGS

• Don’t drum your fingers, or shuffle papers. If there are challenges, make sure 
to mute yourself unless you are speaking.

• If you have pets, try to keep them from being a distraction.

• Don’t have a radio or TV playing in the background.

• If you have to leave temporarily or need to take a phone call, turn off the 
video icon on the bottom left of your screen. 



TTT - TEN TIPS FOR TOASTMASTERS
To help ensure your meeting is a success, Toastmasters International offers these 10 tips for 
an efficient and productive online meeting:

1. Select a video-conferencing platform, and do a test run prior to the meeting

2. Meeting organizers should send attendees a copy of the agenda in advance

3. Choose a quiet location before joining the meeting to reduce potential distractions for 
both yourself and other attendees

4. Arrive on time or let the organizer know ahead of time if you will be late or unable to 
attend

5. Mute your microphone when not speaking

6. Adjust your camera so you can be seen, and look into the camera—not the monitor—
when speaking

7. Dress as you would for an in-person meeting

8. Be aware of your background and make sure it's appropriate

9. Stay focused and avoid checking email or perusing other materials unrelated to the 
meeting

10. Respect fellow attendees by refraining from distracting behavior like eating or chewing 
gum



CAUTION ON POSSIBLE PROBLEMS

• We need to consider this advice on avoiding problems.

• Change screen sharing to “Host Only.”

• Enabling “Co-Host” so you can assign others to help moderate.

• Disable “File Transfer” so there’s no digital virus sharing.

• Disable “Allow Removed Participants to Rejoin” so booted attendees can’t 
slip back in.



YOUR VIDEO SCREEN IS YOUR STAGE

• Consider the location of your web cam from your face. You want your face 
close enough to the camera that people can see your eyes and your 
expressions

• When you look at your webcam, it makes it look to the viewer as “eye
contact”

• For smart phones, it is best to hold them in the horizontal view

• A stand to hold your mobile device in place is a very good idea. If you don’t 
have a stand yet, simply prop up your phone

• When using hand gestures, keep them within your visible screen. 



THERE IS GALLERY AND SPEAKER VIEW

• Generally the Gallery view is best for viewing. It is activated by clicking the 
speaker view icon at the top right hand corner. 

• Gallery view may not be available on all mobile devices.

• The speakers should always be in speaker view.

• Zoom can be set to automatically switch to the speaker.



REMOVE GALLERY FOR WATCHING 
SCREEN SHARES SUCH AS POWERPOINT

• To free up your screen from all the members in the gallery blocking your 
view, clicking the dots will remove member images and allow you to watch 
only what the host is sharing on your screen.



TO SEE YOUR MENU OF CONTROLS

Drag your mouse or finger, to the bottom of your screen,  as the case may be, 
and the controls will show up. 

Note the little up arrows beside the mute and video icons, clicking on the 
opens a menu of options.



NOW WE ARE READY TO 
THINK ABOUT OUR 
TOASTMASTER MEETING



THE HOST

• The Host is the party who sets up your meetings. They have 
full control over what happens.

• The Host assigns the Toastmaster as the Co-Host

• As in in person meetings, your Toastmaster is the congenial 
host of the meeting. 



ABOUT APPLAUSE

• Raise your hands into the view of your device screen, so the 
audience can see you are clapping. Remember that the 
camera is at the top of your screen, so you need to raise 
your hands a bit to bring them into view.

• Also if you click on the “more” icon on the bottom ribbon 
you will see that you can select a “thumbs up” or an 
“applause” icon.



THE CHAIR
• The chair will preside over the meeting.  The Chair will …

• Call the meeting to order

• Welcome any guests

• Ask guests to introduce themselves

• Introduce the Toastmaster who takes control of the meeting

• The chair runs the business portion of the meeting

• At the end of the meeting the Chair asks for 
announcements, guests comments and adjourns the 
meeting.



TOASTMASTER

• Takes control of the meeting and asks for the loyal toast. 

• Introduces the Ah Counter

• Introduces the Grammarian

• Introduces the Timer

• Asks the Humorist to deliver the joke of the week

• Asks the Pontificator for the thought of the week

• Then turns the meeting back to the chair to run the business 
session.



THE TIMER

• States their role and that they will time the start and stop times 
for the meeting.

• They will time;    …

• Table Topics

• Business session

• Speeches

• Evaluators

• The timer will either hold up colored cards, or hold up their 
device in front of their webcam,  using the device app 
“Timer4TM” This app is downloadable from Google Play.

• At the end of the meeting, they will be called on for their Timer’s Report.



THE AH COUNTER

• States their role and will count; um’s er’s, buts, and’s, the 
incorrect use of so’s, like’s, and the over use of the rhetorical 
question of “right” stated after a sentence, without waiting for a 
response. This has become a common habit of people who 
don’t even realize that they do it all the time.

• The Ah counter records everyone’s speech crutches by name 
and number of filler words used. 

• At the end of the meeting, they will be called on for their report.



GRAMMARIAN

• The grammarian will explain their role

• They announce the word of the day

• They will track who uses the word of the day and how many times it 
was used and by whom

• They will be watching the use of our language, and will especially 
be watching for interesting use of words

• At the end of the meeting, they will be called on for their report.



THE PONTIFICATOR

Introduces their thought of the week



THE HUMORIST

Delivers the joke of the week



TOASTMASTER TURNS THE MEETING 
BACK TO THE CHAIR

• Chair runs the business session.

• Announces if there is a quorum

• Asks for the reading of the last meeting’s minutes

• Asks for any Executive Committee Reports

• Ask for any Special Reports

• Asks for any Old Business

• Asks for any new business

• Conducts new business instructs the timer to set the clock for 8, 9, and 
10 minutes and ring the bell at 11 minutes.

• CHAIR TURNS MEETING BACK TO THE TOASTMASTER



TOASTMASTER

Toastmaster introduces Table Topics Master



TABLE TOPICS MASTER
• Table Topics Master explains their role, how it will work and that there 

will be a vote for the best table topics speaker

• Tells the timer to set the time for one minute. Bell at 1 min and 30 
seconds

• One option is to hold up green, yellow and red color patches, the 
other option is to use the Timer4TM cell phone app and hold it up to 
your web cam (if you are not watching from your cell phone)

• The timer needs to be unmuted

• Instructs members to select the TT Master for private chat and submit 
their vote to the TT Master, (This is similar to a text chat)



TABLE TOPIC SPEAKERS

• Each speaker is to speak for approximately one minute on 
the topic assigned to them

• If you are done before one minute, that is ok, so long as you 
fulfill your assignment

• At the end of your speech end with an acknowledgement 
to the Table Topics Master

• The Table Topic speech should have an opening, a body 
and a close.



TABLE TOPICS MASTER

• Asks members to select the Table Topics Master for a private 
chat and enter their vote in the chat line. Simply enter the 
name of the TT speaker you thought gave the best TT 
speech.

• (The Table Topics Master will tally the votes.)

• TABLE TOPICS MASTER turns the meeting back to the 
Toastmaster



TOASTMASTER

Asks the timer to set the clock for 2, 3 and 4 
minutes, bell at 4.5 minutes

Introduces the Table Topics Evaluator



TABLE TOPICS EVALUATOR

• Evaluates the Table Topics Speakers

• TURNS MEETING BACK TO THE TOASTMASTER



TOASTMASTER

• Asks timer to set time for 3,4 and 5 minutes for the 
Educational Session

• Introduces the Educational Speaker



EDUCATIONAL SPEAKER

• Delivers Educational speech

• Turns meeting back to the toastmaster



TOASTMASTER

• Makes comments at the conclusion of each speech

• Announces a ten minute break

• Members can socialize in private or pubic chats or just chat 
from the gallery



SPEAKERS

• Speakers can either sit close to their web cam or stand up 
and stand back, so that they show up properly on their 
screen.

• This needs to be checked out ahead of time to get familiar 
with the results.

• A stand up presentation only works if you have good audio 
and you can project your voice. 

• Speakers can do a slide presentation such as PowerPoint. 
The hose will allow you to share your screen with the viewers



TOASTMASTER

• Calls meeting back to order

• Introduces speaker #1



SPEAKER #1

Delivers Speech



TOASTMASTER

• Makes comments about the speech and asks the 
timer for 1 minute to write reviews and place in 
members private chat.

• Toastmaster then introduces Speaker #2



SPEAKER #2

Delivers speech



TOASTMASTER

• Makes comments about the speech and asks the 
timer for 1 minute to write reviews and place in 
members private chat.

• Toastmaster then introduces Speaker #3



SPEAKER #3

• Makes comments about the speech and asks the 
timer for 1 minute to write reviews and place in 
members private chat.

• TOASTMASTER INTRODUCES THE GENERAL EVALUATOR



GENERAL EVALUATOR

• GE takes control of the meeting and explains their role

• Explains that after the speech evaluations, they will 
evaluate the evaluators and then the entire meeting

• Asks timer for 1, 2 and 2.5 mins, and bell at 3 minutes

• GE CALLS EVALUATOR #1 TO EVALUATE SPEAKER #1



EVALUATOR #1

• Delivers evaluation of Speaker #1



GENERAL EVALUATOR

• Asks timer for 1, 2 and 2.5 mins, bell at 3

• GE CALLS EVALUATOR #2 TO EVALUATE SPEAKER #2



EVALUATOR #2

• Evaluates Speaker #2



GENERAL EVALUATOR

• Asks timer for 1, 2 and 2.5 mins, bell at 3

• GE CALLS EVALUATOR #3 TO EVALUATE SPEAKER #3



EVALUATOR #3

• Evaluates Speaker #3



GENERAL EVALUATOR

Evaluates the Evaluators



GENERAL EVALUATOR

• Asks for the Ah Counter’s Report

• Asks for the Grammarian’s Report

• Asks for the Timers Report

• Delivers over all evaluation of the meeting

• TURNS MEETING OVER TO THE CHAIR



CHAIR

• Chair asks if there are any announcements

• Chair asks for guests comments

• Depending on time, asks if member have any 
comments

• Chair adjourns the meeting



This PowerPoint presentation, will be saved 
as a PDF file on our club website. 

www.toastmasterswhitbypros.org

http://www.toastmasterswhitbypros.org/
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