
Topics Chair 

 

Planning 

 

Prior to the meeting, prepare a list of topic themes for each speaker.  Each topic theme must 

relate to the main theme for the meeting.   When deciding upon the topic themes try to look at it 

as others might see it rather than how you regard it. In other words, try to select Topics that the 

speaker is likely to understand and be able to talk about. Often a dictionary or Wikipedia will offer 

up angles on a word that may not have occurred to you. Keep it simple! One or two word Topics 

are better than sentences.  

 

It is likely that there will be time for seven or eight topic speeches only but have extra topics in 

case required e.g. if the session has to be extended to fill time if one of the main speakers should 

fail to turn up. 

 

Think about links between the speakers – these need to be just long enough to allow the 

evaluator to complete his/her notes but no longer. You shouldn’t take up time that would allow an 

extra Topic to be fitted in. 

 

 

At The Meeting 

 

Before the start/During first half 

 

Get a list of attendees from the door keeper. During the first half of the meeting decide who you 

will ask to speak (possibly in conjunction with Education Officer). Talk to first time visitors if 

possible before the start. 

 

Speaking priority is: 1) First time visitors (or returning visitors who didn’t speak previously);  

2) Members who don’t have any other role in the meeting; 3) Returning visitors who have spoken 

previously. 

 

At the Interval 

 

Check your watch when the meeting chairman announces the post-interval re-start time, as you 

may not be precisely synchronised.  

 

First time visitors should be asked if they want to speak and encouraged to do so. It can be 

assumed that members will speak, so no need to consult them. 

 

Finalise your speaker running order - start with one or two reasonably experienced speakers, 

then bring in newcomers. Don’t keep them waiting until the end as the nerves will build! 

 

Appoint a timekeeper – preferably someone who has taken part in the first half of the meeting. 

 

Give a list of the speakers and the running order to the Topics evaluator, the timekeeper and 

General Evaluator.   Explain to them that you will not necessarily call all speakers, depending on 

time. 

 



Allow approx 5 mins per speaker (2 minute speech time + the time to & from lectern + link time 

between speakers + evaluation time). 

 

Aim for completion of session (including evaluations) by around 9.45/9.50pm to allow the 

meeting to finish by 10.00pm. 

 

Agree signal for next speaker with Topics Evaluator   

i.e. give the evaluator time to finish writing before announcing next Topic. 

 

 

 

 

Start Topics 

 

Introduce yourself 

 

Explain Topics (briefly!) – probably no need if all present familiar with Topics 

 

Explain lights e.g. for usual 2 minute Topics:  

 Green – 1 min 

 Amber – 1½ mins 

 Red – 2 mins    

 All on – 2¼ mins 

 

Advise the salutation, which is: Chair, Speakers and Guests. If no guests the salutation is simply 

Chair, fellow Speakers. 

 

Explain you will:  

1. identify the speaker  

2. state the Topic 

3. call the speaker to lectern 

 

And then make sure you do so in that order! Repeat the Topic title as you call the speaker. 

 

Remain standing and applauding speaker until they have given the salutation 

 

Ask for times (probably best at the end when all have spoken) 

 

Hand back to overall meeting Chairman for evaluations 

 

Conclusion 

 

Chairing Topics is challenging! 

 

Try to get to the meeting fairly early. The more pre-start preparation you can do, the less 

stressful it will be during the interval and the actual session. 

 



Suggest to the meeting chairman beforehand that the interval needs to be 10+ minutes i.e. if the 

time at the end of the first half is 8.56, the restart should be 9.10, not 9.05. You will need all the 

time you can get! And so will those who are going to the bar! 


