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Jim appears to have just concluded his speech because he stopped talking.  Without acknowledging the Toastmaster or the audience, Jim snatches his notes from the lectern and proceeds to his seat.  Jane, the Toastmaster of the meeting, looks around with a confused expression on her face.  She slowly rises from her chair, approaches the vacated lectern, and timidly begins to lead the applause.  Following her lead, the audience claps lightly.  Jim’s behavior catches everyone off guard.  Although Jim may have given an outstanding speech, the light applause might lead him to conclude that the audience was unimpressed.  Chris Gregory, DTM, relates a similar occurrence; “I once saw a Toastmaster who was the final speaker before a break finish his speech and then abruptly walk out the door!  We all just sat there wondering and waiting.  Thankfully the President came to the lectern and sent us on the break.”  Sound familiar?  Incidents like this are not uncommon at most clubs; and it’s not always the inexperienced member that abruptly leaves the lectern unattended.  Sometimes experienced members become carried away with their thoughts and just walk away.

Some people cling to the lectern throughout their talk like Linus to his blanket.  Professional speaker and DTM Jack Nichols comments, “Others treat the lectern like poison oak.  They will walk around it but not touch it.  The lectern is not a crutch or a black hole; it is a tool for speakers.  I use the lectern at every major presentation.”    
Toastmasters International has established protocols for the manner in which members approach, greet each other, speak at, and leave the lectern.  Lectern etiquette is a leadership training tool that teaches us discipline, enables us to demonstrate good manners, provides for smooth transitions between program segments, and helps establish a sense of order.  Following the guidelines in this article, practice proper use of the lectern.  Note; below I use the word ‘host’ as a generic term designating the member that introduces you, be it the Toastmaster, Table Topics Master, General Evaluator, or whomever.
LECTERN OR PODIUM, WHICH IS IT?  In reference to the speaking area, members often use the words lectern and podium interchangeably.  However, a podium (the root pod means foot) is usually a raised platform or stage of some sort.  Thus, if your speaking area is flush with the floor in the room, the term podium is inappropriate.
USE THE LECTERN BEST SUITED FOR TOASTMASTERS:  I’m sure you are all familiar with what I call the ‘standard hotel style lectern’; this bulky monolith stands about five feet tall and is about two feet wide from top to bottom.  Perhaps the original designer thought that the top of this lectern should be high enough so that the ‘man’ using it could easily see his notes!  However, it is not practical for most Toastmaster purposes, especially contests.  For example, if a speaker of average height remains behind this lectern, only his head and shoulders are visible to the audience.  Even worse, people of less than average stature may not be seen at all!  No matter the individual’s height, people tend to either stay glued behind this lectern or they are forced to walk away from it in order to be seen.  The latter is usually an awkward maneuver.  Jack Nichols enumerates; “Some people place their notes on the lectern and then try to walk away; they stop and turn around and rush back to the lectern to glance at the notes.  I call that the “yo-yo lectern” because that is exactly what it looks like.”   
The hotel style lectern is bulky, stifling, and inconvenient.  Instead, your club should use the portable lectern available from Toastmasters International.  If placed on a table or desk of standard height the top of the lectern is about tummy height for the average person.  This elevation enables the speaker to see his notes and also gesture without having to move awkwardly from behind a bulky object.
BE READY BEFORE YOU ARE INTRODUCED:  If you know in advance that you are about to be introduced to come forward to the lectern, arrive prepared!   Make sure that your notes, manuals, or any objects that you intend to bring along are in order.  
Set up visual aids before you are introduced:  How many times have you sat twiddling your thumbs while a prepared speaker fumbles about setting up visual aids after he is introduced?  Here are common problems associated with setting up visual aids after the speech introduction:

· It interrupts the transition between the Toastmaster’s introduction and the speaker taking control of the meeting.

· It leaves the audience with nothing to do while they wait.  They may become restless and begin to chatter amongst themselves.  
· The speaker tends to hurry.  This may result in an improper set up and also causes anxiety.

· The speaker appears unprepared and unprofessional. 
Always set up visual aids before you are introduced.  This effort requires some planning.  Speak to the Toastmaster before the meeting and ask her to call a recess between the speaker that precedes you and your introduction.  Explain that you need a few minutes to set up visual aids.  However, experience shows that this doesn’t always work; the Toastmaster may forget to call a recess and begin to introduce you.  If she forgets, politely raise your hand and remind her of your request.  It is not impolite to interrupt the Toastmaster in such a situation, as long as you are tactful. 

Does your club schedule prepared speakers immediately after a break?  If so, before meeting day make arrangements with the VP, Education or Toastmaster be placed on the agenda to speak first so that you can use the break time to set up visual aids.  Whatever scheduling arrangement your club uses for the prepared speakers, once the Toastmaster has introduced you, be ready to plunge ahead with your speech.  
APPROACH THE LECTERN AND GREET YOUR HOST:  Once you are introduced, don’t spend excessive time approaching the lectern.  Avoid making side comments to people along the way.  You risk being perceived as grandstanding, plus it distracts the audience’s attention from the lectern.  Approach in a confident manner, face your host and shake hands with her.  If you are carrying materials to the lectern, keep your right hand free so that you can comfortably shake hands.  If both hands are full, put the objects down on or near the lectern and then shake hands.  Remember, substantial visual aids should be set up before you are introduced.
BE IN CONTROL:  When you take control of the lectern you are assuming a leadership role.  My mentors used to say, “While at the lectern, a Toastmaster never appears apologetic.”  That means one should be prepared, confident, and in charge.  However, despite our preparation, sometimes we lose our way.  If you are uncertain about a procedure, it is perfectly acceptable to ask an experienced member for advice.  Practice the following guidelines while at the lectern:
· Once you have shaken hands and as your host is leaving the area, acknowledge her and lead the applause.  Next, turn to the audience and greet them.  The most commonly used greeting is, “Fellow Toastmasters and honored (or most welcome) guests…”    
· How many times have you seen a member at the lectern clutching on to a pen, eyeglasses, notes, or other object throughout his talk?  Unless you intend to begin by displaying one of these items for a specific purpose, free your hands of these potential distractions before you begin to speak.

· Step back a few inches from the lectern.  This will discourage you from leaning on it.  Remember, the lectern is not a crutch!  Next, spread your feet to about shoulder width.  This will discourage you from rocking back and forth.

· Do not use the gavel.  The gavel is for use only by the president or presiding officer.

A common expression in Toastmasters is, “Never leave the lectern unattended”.  In general, we discourage dead time during the meeting and empty space left at the lectern.  However, certain situations may require you to leave the lectern briefly or for a few minutes; for example to help set up visual aids, retrieve an object, or in case of an emergency.  If you must leave the lectern, always announce your intentions and explain your purpose before you act, don’t just walk away!  If you must leave the lectern for more than a few seconds, declare a brief recess, and then go about your business.  Use the proper terminology; for example, “We will now take a brief ‘recess’ while Jill sets up her visual aids”.  Do not use the word ‘adjourn’, this means that the meeting is over!   In addition, avoid cliché or inappropriate expressions like these:  

· “Without further ado…”  This is superfluous fluff! 
· “Mr. Jones is a man who needs no introduction!” Then why bother to introduce him?
· The phrase, “I would like to (introduce)…” is wimpy and indecisive.  Instead, use more leader-like phrases such as “I will now…”, or, “It is my pleasure to…”  
LEAVE THE LECTERN IN GOOD HANDS:  Recalling my opening graphic examples; it is improper for a member to abruptly leave the lectern after finishing speaking.  If you are about to relinquish control of the lectern, always:
· Reintroduce the person that introduced you.  
· Lead the applause. 

· Stay at the lectern until the member comes all the way forward to greet you. 

· Shake hands, pick up your materials, and then relinquish the lectern.

· If you are at the lectern and you must cross paths with the member that has just approached, step back and then walk behind and around her.  Never walk in front of the member taking control of the lectern or between the member and the lectern!

· When relinquishing the lectern, I am sure that you have heard a Toastmaster say, “I will now turn the meeting over to” or, “…turn over the meeting to…”  Unfortunately, turning the meeting over requires heavy lifting!  Seriously, this is improper word usage.  Instead say, “I will now turn (or return) control of the meeting (or lectern) to…”  

· Don’t waste time moving back to your seat; it may cause a distraction.

Use the appropriate style lectern at your club meetings and contests and practice using it correctly.  This effort will increase meeting efficiency, help foster a professional atmosphere, and promote leadership training.    
