Sergeant-At-Arms Roles & Script
(Applicable for both International Speech & Table Topics contest ; Humorous Speech & Evaluation Contest) 
Minimum 2 Standard SAAs are required. 
Require additional SAAs

· in case using wireless microphones / audio system  
(need 1 full time “Audio specialist” SAA  to help contestants to wear “wireless mic” and man the audio system)
· in case of contest being held at large halls/auditorium
(need at least 1 “Bouncer” SAA to watch out for miss-behaviour – such as unauthorised photography, movements, noises that distract the contestants. Either remind sternly or “bounce off”/eject the offender)

Standard SAA roles before contest 

1) Among the standard SAAs,  please decide

· who will start the 1st part of the contest (International speech contest or Humorous speech contest)
· who will be "doorkeeper" 
· who will be "roomkeeper" 
· who will start the 2nd part of the contest (Table Topics contest or Evaluation Speech contest
· who will be "door keeper cum room keeper" 
· who will be "guardsman" 
2) Please ensure that there are 2 rooms available – main contest room and waiting room (for table topics contest and evaluation contest). The waiting room must be out of maximum hearing distance from the main contest room. i.e. Speeches made in main contest room (even with maximum volume of sound system) must not be heard from the waiting room 
3) Support OC
- Setup Contest Room 

- Have white board/flip chart or on PC with LCD projector ready, for write down speaking order of contestants 
- Stick Tape/labels on floor indicating speaking area (contestants speak within this area) 

- Ensure all guests & members fill up the sign up page.

- Ensure there is enough food and drinks & do check regularly, please estimate & do reorder before food and/or drinks runs out.
- Indicators on walkway leading to main contest room

   (for guests who are 1st time visiting (TM & non-TM) )

- Indicators on door of main contest room 
  (additional request -  silence no entry during speeches, entry allowed only in between speeches – purpose 

  To kindly inform arriving guests to wait and not to try “force entry” or make noises that will disturb contest). 

- indicator on door of waiting room
     (additional request “Please do not lock” – purpose for security/guards of building)
- etc..

SAA role during contest

<refer to next page>

SAA role during contest, sequentially

1 minute before contest time (7.44pm @ IEM), go around ring the bell remind audience to sit down in contest room as contest will start.

Right on time (for IEM, at 7.44pm sharp), 1 of SAA hit the gavel on the lectern.

Proceed to deliver SAA opening speech. 

2) Here is the proposed script for SAA opening speech
"Ladies & gentlemen, welcome to Area C2 International Speech and Table Topics Contest"
In order for our meeting to run smoothly, we seek your cooperation to switch of your mobile phones and any other noise-producing & noise interfering devices.  In the case of an emergency, please use the staircase & not the elevator.

Now, let us put our hands together & welcome our Organizing Chair Competent Communicator, Advanced Leader Bronze Chia Meng Yee!

3) 1 of SAA is "doorkeeper" – do not allow entry/exit during when contestants are speaking (lock the door).  
After each contestant completed his/her speech, contest chair will announce 1 minute break. 
Unlock the door at this time. 
Once contest chair announce once 1 minute is up, lock the door immediately. Repeat this step for every contestant. During contestant’s speech, no one is allowed to enter/exit, in order not to distract contestants in any way.,

Of course, unlock the door during the 10 minute break! 

4) The other SAA is "roomkeeper" confirm the overall behaviour in the room- no other disturbance & noise except the contest event - contestant, contest chair and organizing chair. No photography is permitted except official photographer (Organizing Chair or contest chair need to introduce). All hand phones should be switch off (as phones even in silent mode can be heard).
Any miss behaviour is not tolerated & you use your discretion to remind or to eject the troublemaker.
This is to keep the contest run smoothly and the contestants must not be distracted in any way.

5) Break time is 10 minutes. SAAs please keep time. 1 minute before breaktime ends, ring the bell and go around reminding everyone come back to the room contest will start. 
6) After break, 1 of SAA hit the gavel on the lectern, and then proceed restart the meeting.
Propose script for SAA after breaktime

"Ladies & gentlemen, welcome back to Area C2 International Speech and Table Topics Contest.  We seek your cooperation to switch of your mobile phones and any other noise-producing & noise interfering devices.  
Now, let us put our hands together & welcome our Table Topics Contest Chair – Competent Communicator Lim Terk Yiang
6) Once the contest chair announce that contestants need to be "escorted out" by SAA, 

“guardsman” need to collect all contestants handphones (make sure all are switch off, not only silent mode). Lay the handphones out on the desk openly in the contest room.
“Guardsman” then lead all Table Topics Contestants (except the 1st one) out to the "waiting room" that is out of hearing distance. (in the case of IEM, waiting room is at different floors). Please ensure that all contestants must remain in “waiting room” at all times, until called by the contest “doorkeeper”.

Contest “door + room keeper” need to do both roles stated at 3 & 4 
(that’s why at large contest rooms/auditorium, require at least 3 SAAs - door keeper, room keeper and guardsman) 

During 1 minute break in between contest, the contest "door+room keeper" will come down to tell “guardsman”  to release next contestant for the contest. The contestant will proceed to the contest room, while the other contestants remain “guarded” in the waiting room. This continue each time until it's the final contestant's turn.
Guardsman role is now done & he or she can come up to the contest room, relax and enjoy the contest !
