
Speech Timers  
San Joaquin County Academic Decathlon 
 
Schedule for the morning: 
 8:00 am Pick up volunteer packet in the lobby of the Wentworth Education Center/SJCOE 
 8:10 am Report to your Orientation Room 
 

Continental breakfast will be ready by 7:30 am. 
   
Your Timer’s Packet will include all needed materials.  There will be a stopwatch in your packet among other 
things.  Practice with it when you get to the orientation so that you are proficient by testing time. 
 
Your job will be timing both a three and half to four minute prepared speech and a one and a half to two 
minute impromptu speech.  You will also be in charge of: 

- Bringing each student into the room and introducing them to the judges, 
- Informing the students about the timing procedures and holding up timing cards, 
- Giving the students their impromptu speech prompts, and  
- Informing the judges of the speech times after the students leave. 

 
Prepared Speech: 

1. The prepared speech is given first. 
2. You will go to the door, invite student in, and introduce to the judges. 

There is a student roster in your envelope, so the timer can ask, “Are you—Johnny, Susie” etc 
3. Do not tell the judges what school student is from. 
4. The judges will then check the student name and ID number on their scantron sheet.  In case of a 

discrepancy, the judge is to ask the room facilitator (Judge #1) for a blank scantron.  The judge will then 
write in the student’s name and ID number on the blank form. 

5. You will then want to seat yourself in the back of the room directly in front of the student so that the 
student can see you at all times. 

6. Before you allow the student to begin the speech, review with her/him your timing cards and what 
they mean. 
“At 3:00 minutes, I will hold up the card that shows 1 minute remaining.”  Hold it up until the student 
sees it.  “At 3:30 minutes, I will hold up the card that shows 30 seconds remaining.”  Hold it up until the 
student sees it.  At 3:50 minutes, I will hold up the card that says 10 seconds remaining.”  Hold up until 
the student sees it. 

7.  Inform the student that if they go over 4 minutes, they will be allowed to finish their sentence as a 
courtesy, but that a penalty will be given.  Time penalties will also be given if the speech is under 3 ½ 
minutes in length.  Timers may record the length of each speech next to students’ names on roster. 

8. Start the stopwatch (or cell phone or whatever timer you are using) until the student is finished. 
9. At the end of the session and after the student has left, tell the judges out loud the exact time each 

speech took.  You will also be writing the times down on your student roster in your packet. 
 
Impromptu Speech: 

1. After the prepared speech is finished and you have recorded its time, you will give the student his/her 
impromptu speech prompts.  You have 3 sets of impromptu prompts in your packet:  set A, set B, and 
set C.  Each set has six sheets with 3 prompts per page.  One set is to be used every hour so that each 
student you will see during the day will have different prompts.  For example, you will hand page A1 to 
the first student of the day and A2 to second and so on.  After the break, you will start with set B and 
after the second break, set C. 



2. When the impromptu speech is finished, collect the student’s prompt sheet and put it in the back of 
the stack.  Please do not let the student leave with the prompt sheet. 

3. If you have a no-show, just take the prompt sheet for that missing time slot and put it in the bottom of 
the stack.  In this way, all students doing speeches at 9:10, for instance, will have the same impromptu 
prompts in every room. 

4. After the students have received the prompt sheet, let them know that they may use the pencil and 
the 3 X 5 cards you have placed on the table to take notes on the impromptu speech if they wish.  Then 
start your stopwatch and allow one minute of preparation time.  Be exact on this. 

5. After one minute, tell the student to begin and start timing when the student starts speaking. 
6. Before student begins, ask student to inform the group which prompt he/she will be using. 
7. At one minute into the speech, hold up the “1 minute remaining”; at 1:30 into the speech hold up the 

“30 seconds remaining,” at 1:50 into the speech hold up the “10 seconds remaining.” 
8. Write down the time on your roster next to the student’s first speech. 
9. Tell the judges how much time each speech took after the student leaves.  If a penalty is given, all 

judges should have same penalty bubbled in. 
 
Scoring: 

1. The judges have the remaining three minutes of the 10 minute time slot to score. 
2. When all judges are done scoring, you will get the next student and start process over again. 
3. Runners will pick up all scantron sheets at the end of each block of speeches. 
4. The room facilitator is provided a special envelope to gather all judges’ scantrons each hour.   
5. When the last speech before break is completed and scored, open the door so the runner will know 

they may come in for the scantron envelope. 
 
Make sure: 
Students stand before the judges for both speeches. 
If a student is a no-show, try to look for the student in the hall. 
Timers do not score speeches, you already have enough tasks  
Please remember that everyone stays in the room until scantrons have been collected. 
 

Don’t forget your volunteer appreciation gift when you leave. 
Your help is greatly appreciated! 


