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CHAIRPERSON'S GENERAL DUTIES AND DEADLINES BEFORE THE CONFERENCE
In addition to this page (The general chair duties and deadlines before the conference),

you will also need to print the following pages from the web page www.nhfccla.org 

· From the Proficiency handbook
-The information pages for your event(s)
-The rating sheet for your event(s)
-The glossary

· From the staff handbook
- -The general chair duties when you arrive at the conference

-The general chair duties at the event time

-The specific chair duties for your event(s)
-The Chairperson checklist
-The philosophy, goals and principals

· RSVP by fax, phone or email.

If you must cancel:

· Please try to find a replacement, give him/her the event packet and notify the State Competition Coordinator ASAP.

· If you can't find a replacement, call ASAP.

DUTIES BEFORE THE CONFERENCE:
1.
Read event material at least two to three times.  Become familiar with the point deduction sheet included here.

2.
Prepare a written outline for your student orientation for the day of the events. 

3.
Large equipment like tables and chairs are provided by the hotel, but we need help finding the small equipment.


You will need the following supplies for your events; if you cannot get these items, notify the State Competition Coordinator on your RSVP form.  
- one adding machine w/ tape

- one quiet timer

- one stapler

5.
Each chairperson will have an assistant chair; I suggest that you ask them to do:

- the roll call

- distribute ribbons

- help collecting folders/portfolio

- give attendance stamps

- distribute and collect the students evaluation forms

- do Quiet sign
CHAIRPERSON GENERAL DUTIES WHEN YOU ARRIVE AT THE CONFENCE SITE
1.
Please be on time.  Sign in at the event registration table.  

2.
Pick up your event envelope, nametag, ribbon and a program.

3. Check contents of chairperson's envelope:

· Last‑minute instructions and changes 

· Copy of event participants' schedule

· Menu order form

· Info packet: Chairperson's & assistant chairperson's duties 

· List of judge's questions to use in the orientation 

· Copy of event

· Evaluation forms for students and staff

· Point summary forms

· Tape and paper clips 

· Signs: In session, Time cards, Quiet please 

· Runners' envelope 

· Ribbons for participants 

· Envelopes for judges

Content of Judges’ envelope:

· Last‑minute instructions and changes 

· Info packet: general info.page/planning process/nat. prog./glossary, judges' duties 

· Copy of event 

· Suggested questions

· Copies of case study/problem if required

· Final rating form and envelope for each division

· Participants' rating sheets 

Optional:



__
gifts




__
list & schedule of runners if full time runner is not available

4.
Check event room for:  Equipment, supplies, water, glasses and heat.

5.
Attend staff orientation.  Meet your judges & assistant. 

6.
Go to opening session with your staff (reserved seats).
GENERAL CHAIRPERSON DUTIES AT THE EVENT TIME
1.
From the general session, follow the student guide to your event room

2.
Give the judges their envelope.

Important: If your three judges have not arrived, send your runner with an urgent message to the state event coordinator.
CONDUCT ORIENTATION
· Welcome participants. 

· Introduce judges, assistant & runner(s). 

· Do roll call with master list. 

· Review time schedule from program.

· If you have cancellations, you can move participant(s) to that earlier time slot after asking the following question:  Will the new time slot interfere with other assignments like state office, workshop host, voting delegate, etc.?
· Participants who arrive after the roll call and when scheduling is completed will automatically get the last time slot. 

· Post the schedule (revised or not) outside of your room on the wall next to your door.

· Collect folders/portfolios and all other material that participants must submit during orientation.  See specific rules for your event in the student proficiency handbook.
· Require that participants write their new schedule in their own program.

· Have all participants set their watches at the same time (your time).

· Announce that events will take place at the time posted on the new schedule.

· Review the point deduction on your Point Summary forms.

· Review specific rules, guidelines and procedures for your event. 

· Read some of the suggested questions; mention that judges may ask other questions.

· Open up for questions. 

· Give any additional information that you judge necessary for your event.

· Issue participants' ribbons.

· Thank & dismiss the participants. Runner(s) stay.

DUTIES AFTER STUDENTS' ORIENTATION, BUT BEFORE THE 1ST EVENTS

1.
If you have more than one runner, review the time schedule in your envelope with your runners.  Post runners' time schedule on door. 

2.
Inform judges of day's details:  Breaks ‑ Location of restrooms - Lunch arrangements

3.
Answer judges' questions concerning your event's rules, guidelines & procedures. 

4.
Review rating sheet w/judges.  All scoring must be in pencil. 
5.
Distribute evaluations. 

6.
Remind judges of the importance of:

a)
Writing participant(s) name(s) on rating sheet because we now allow changes in the schedule.

b)
They can change participants' rating any time during the day. Judges’ rating must not be more than 10 points apart.

CHAIRPERSON'S DUTIES DURING EVENTS

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one-minute warning at 14 minutes and stop participants at 15 minutes 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

2. Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

APPLIED TECHNOLOGY

· Spectators are allowed to view the presentation portion of this event.  If time and place allow, displays and manuals can be viewed after the events.

· Participants will have 15 minutes to set up (Other people may not help assist) while the chairperson and judges preview the portfolio.

· Event chairpersons and judges will have 15 minutes to preview the portfolio before the oral presentation begins. Your job is to verify the content and complete the point summary form. 

· After the 15-minute preview, give the portfolio to the judges, and introduce the participant(s). Do not give the completed summary form to the judge until the oral presentation and the judge’s question period is finished.
· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.
CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

SPECIFIC CHAIRPERSON'S INSTRUCTIONS

AWARD OF EXCELLENCE

· Spectators are not allowed to view this event. 

1.
Read and follow all Chairperson's General Duties.

2.
All chapters with 90 points or better qualify.  Help the judges to divide them in one Jr. division & one Sr. division (FCCLA are together)

3.
The order of the interview will be: #1 =  Jr. #2 = Sr. Within each division the chapter's interview time will be chosen at random by the judges. 

4.
Help the judges to make the participants listing upon completion of the Chapter Showcase Event.  A poster form is provided.   Participants don' t need to be the same as the Showcase participants.

5.
Post the judges' listing within half hour after the end of the Chapter Showcase Event. Any member from a chapter with 90 points+ may be appointed for the interview.

6.
When the judges are ready to start the interview, invite the first team in.  The chapter team does not need to be the same students who did the Chapter Showcase Event.  

7.
Ask the runners to keep the door closed   No one may enter during the interview.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one minutes warning at nineteen minutes and stop participants at ten minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


CAREER INVESTIGATION

· Spectators are allowed to view this event. 

· Participant will have 5 minutes to set up, while the chairperson and judges view their portfolio. Other persons may assist with the set-up.

· Event chairpersons and judges will have 5 minutes to preview the portfolio before the oral presentation begins. Your job is to verify the content and complete the point summary form. 

· After the 5-minute preview, give the portfolio to the judges, and introduce the participant(s). Do not give the completed summary form to the judge until the oral presentation and the judge’s question period is finished.
· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one-minute warning at nine minutes and stop participants at ten minutes

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


CHAPTER SERVICE PROJECT EVENT

· Spectators are allowed to view this event. 

· Event chairpersons and judges will have 5 minutes to preview the portfolio before the oral presentation begins. Your job is to verify the content and complete the point summary form. 

· The oral presentation may be up to 10 minutes in length. A one-minute warning will be given at 9 minutes. Participants will be stopped at 10 minutes.

· If audio and/or visual recordings are used for the display event, they are limited to1 minute playing time during the presentation.

· Following the interview, evaluators will have 5 minutes to review the display.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one-minute warning at nine minutes and stop participants at ten minutes

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

CHAPTER SHOWCASE EVENT

· Spectators are allowed to view the presentation portion of this event.  If time and place allow, displays and manuals can be viewed after the events.

· Manuals and displays must be set up before the orientation. Displays and manuals not set up on time will not be allowed during the presentation.

· Chairperson must complete the point summary form before the end of the oral presentation.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. The participant(s) will make an oral presentation.  Time participants; give a one minutes warning at fourteen minutes and stop participants at fifteen minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8. Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


EARLY CHILDHOOD

· Spectators are allowed to view this event. 

1. Each participant will submit a portfolio to the Event Chairperson at the orientation.  At the designated participant time, the participant will inform evaluators of their chosen age category (possible age categories of 2- 3,4- 5, or 6-8 years old).

2. Event Chairperson will check the resource container and give the case study to the participant to plan for the activity.

3. Event Chairpersons and evaluators will have 30 minutes to preview the portfolio while the participant plans their activity using materials from their resource container.  Participant will have 5 minutes to set up, while the chairperson and judges view their portfolio. Other persons may assist with the set-up
4. The presentation of the activity may be up to 15 minutes in length. A one-minute warning will be given at 14 minutes. The participant will be stopped at 15 minutes.

5. Following the presentation, evaluators will have 5 minutes to interview the participant.

· After the 5-minute preview, give the portfolio to the judges, and introduce the participant(s). Do not give the completed summary form to the judge until the oral presentation and the judge’s question period is finished.
· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

· Chairperson must complete the point summary, and give it to the judges at the end of the oral presentation and judge interview period.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. The participant(s) will make an oral presentation.  Time participants; give a one minutes warning at nineteen minutes and stop participants at twenty minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope.

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


ENTREPRENEURSHIP EVENT

· Spectators are allowed to view this event. 
· Event Chairpersons and evaluators will have 20 minutes to preview the portfolio before the presentation begins.  During that time, participant(s) will have 20 minutes to set up for the event. Other persons may not assist. 

· The oral presentation may be up to 20 minutes in length. A one- minute warning will be given at 19 minutes. Participant(s) will be stopped at 20 minutes. 

· If audio or audiovisual recordings are used, they are limited to 1 minutes playing time during the presentation.

· Following the presentation, evaluators will have 5 minutes to interview participant(s). 

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.


Chairperson must complete the point summary, and give it to the judges at the end of the oral presentation and judge interview period.
CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one-minute warning at nine minutes and stop participants at ten minutes

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

Focus on children

· Spectators are allowed to view this event.

· The oral presentation may be up to 10 minutes in length. A one- minute warning will be given at 9 minutes. Participant(s) will be stopped at 10 minutes.

· If audio or audiovisual recordings are used, they are limited to 1 minute playing time during the presentation.

· Following the presentation, evaluators will have 5 minutes to interview participant(s).

· Following the interview, evaluators will have 5 minutes to review the display.

· Evaluators will use the rating sheet to score and write comments for participant(s). Then, evaluators will meet with each other to discuss participants' strengths and suggestions for improvement.
· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

· Chairperson must complete the point summary, and give it to the judges at the end of the oral presentation and judge interview period.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

Foods & Nutrition

· Spectators are allowed to view this event. 

· 5 minutes to set up before the event.  Other persons may assist with the set-up.

1.
Read and follow all Chairperson's General Duties 

2.
Collect all the participants’ summaries (three copies) during the orientation.

3.
Prepare the point deduction sheet if points must be deducted and attach to summaries; see rule #2 page 49 of the event handbook.

4.
Give participants' summaries to the judges before each presentation.  Verify that the participants' names are on each form. 

5.
Time participant very carefully.  Give a one-minute warning at nine minutes.  Stop participants at ten minutes from the time he/she starts talking.  Tell the judges how long the oral presentation was; points must be deducted on the criteria sheet under "demonstration time" if presentation is too short.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time participants; give a one-minute warning at nine minutes and stop participants at ten minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


ILLUSTRATED TALK EVENT

· Spectators are allowed to view this event. 

1.
Read and follow all Chairperson's General Duties.

2.
Collect all the participants’ folders (one folder per participant with three copies of a presentation outline) during the orientation.

3. 
Event Chairpersons and evaluators will have 5 minutes to preview the file folder before the presentation begins. 

4. 
Participants will on have 5 minutes to set up for the event. Other persons may not assist.

6. Complete the point summary form and give to the judges after the judges interview period, in the envelope & seal the 

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

7. CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3. 
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time the participant(s). A one-minute warming will be given at 4 minutes. Participant(s) will be stopped at 5 minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

Interpersonal Communication

· Spectators are not allowed for this event.

· Event Chairpersons and evaluators will have 5 minutes to preview the file folder before the presentation begins.

· Participant(s) will have 5 minutes to set up for the event. Other persons may not assist. 

· The oral presentation may be up to 5 minutes in length. A one- minute warning will be given at 4 minutes. Participant(s) will be stopped at 5 minutes. 

· Following the presentation, evaluators will have 5 minutes to interview participant(s).

· Participant(s) will then be given a written case study related to their project. They will have 10 minutes to prepare a response to the case study.

· Participant(s) will have up to 5 minutes to present the case study response to evaluators. Evaluators may ask questions after the response.

· Event Chairpersons and evaluators will have 5 minutes to preview the file folder before the presentations begins.
· Participant(s) will have 5 minutes to set up for the event. Other persons may not assist.
· After oral presentation, give the participant a written case study sheet. They will have 10 minutes to prepare alone in the next room.
· Complete and give the judges the point summary form.
CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. Time the interview. A one-minute warning will be given at 19 minutes. The interview will be stopped at 20 minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


JOB INTERVIEW EVENT

· Spectators are not allowed to view this event. 

1.
Read and follow all Chairperson's General Duties.

2.
Collect portfolios at the student designated event time.

3.
Chairpersons and evaluators will have 15 minutes to preview the portfolio while the student completes the application (dictionary available to student) before the interview begins. The evaluator will return the portfolio to the participant to use during the presentation. 

4.
Get each participant's completed application from the receptionist.

3. Give each student's application form to the judges & introduce the student to the judges for the interview.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

RECEPTIONIST'S INSTRUCTIONS
1.
Call each participant five minutes prior to his or her assigned time. 

2.
Give each participant an employment application.  Supervise them.  Tell them when 1/2 of their allotted time has elapsed (fifteen min. total).  Participants may use a copy of their resume (not the copies in the portfolio submitted at the orientation) and references.  A dictionary will be provided.

3.
Give the completed employment application form to the chairperson. 

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. The participant(s) will make an oral presentation.  Time participants; give a one minutes warning at fourteen minutes and stop participants at fifteen minutes.

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


NATIONAL PROGRAMS

· Spectators are allowed to view this event. 

1.
Read and follow all Chairperson's General Duties.

2.
Collect the file folder during the orientation.

3.
Event Chairpersons and evaluators will have 5 minutes to preview the file folder before the presentation begins.

4.
Participant(s) will have 5 minutes to set up for the event. Other persons may not assist.

5.
Complete the deduction section on the Point summary forms following the rules of the event handbook. Give to the judges following the interview period.

4.
Give the folder to the judges before each presentation.  

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


PARENTHOOD & FAMILY LIVING 

· Spectators are allowed to view this event. 

· 5 minutes to set up before the event.  Other persons may assist with the set-up.

1.
Read and follow all Chairperson's General Duties 

2.
Collect all the participants’ summaries (three copies) during the orientation.

3.
Prepare the point deduction sheet if points must be deducted and attach to summaries; see rule #2 page 49 of the event handbook.

4.
Give participants' summaries to the judges before each presentation.  Verify that the participants' names are on each form. 

5.
Time participant very carefully.  Give a one-minute warning at nine minutes.  Stop participants at ten minutes from the time he/she starts talking.  Tell the judges how long the oral presentation was; points must be deducted on the criteria sheet under "demonstration time" if presentation is too short.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.

STATE DISPLAY EVENT

· Display will be set-up as chapters arrive

1.
Read and follow all Chairperson's General Duties Exception:  No student orientation. 
2.
Assign a # to each display on the summary form attached to the display by the participants & ask the judges to use that # and name of the chapter on each rating sheet. 

3.
Prepare the point deduction sheet if points must be deducted and give to judges.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON'S DUTIES DURING EVENTS:

Do not allow students without name tags in the event room.  They cannot view an event they are entering.  Compare to list of participants before each event.  Report all discrepancies to state coordinator.

1.
Greet participants. 

2.
Put up "In Session" sign and close door.

3.
Follow the instructions in the student handbook for your event concerning the preview of portfolio/folder and the completion of the point summary form.

4.
Stand in back of the judges (facing participants) to give time signals - see specific duties - using time cards.  Use "Quiet" sign as necessary to keep audience very quiet.
5.
Keep events on time. 

6.
Send runners with questions if problems arise. 

7.
Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help. 
8.
Leave the room with participants at the end of each event.  Re‑enter to tell the judges that it is time for the next event. 

CHAIRPERSON'S DUTIES AFTER EVENT:
1.
Remind judges that they may change any scores on the participant's sheets any time during the event. 

2.
Remind the judges to verify the rating sheets for blank scores.  If they wish to give participant 0 points for a criteria, they must write 0.  The students and very often affects the final results of the competitions quickly find this type of error. 

3.
Remind judges to complete the final rating sheet. 

4.
Ask judges to insert all participants' rating sheets & final rating forms in the envelope & seal the envelope. 

5.
Leave the room until the judges have completed their final rating. 
6.
Return to the room and thank judges, runners, and assistant.  Distribute certificates of service and/or gifts if included in your package (may have been distributed by state advisor in the morning).  Collect evaluation forms.

7.
Return all envelopes, small equipment, event signs and schedule to conference headquarters. 

8.
Sign off at the event registration desk.


STORYTELLING EVENT

· Spectators are allowed to view this event. 

· 2 minutes to set up before the event.  Other persons may not assist with the set-up.

1.
Read and follow all Chairperson's General Duties

2.
Complete the deduction section on the Point summary forms following the rules of the event handbook.

3.
Time participant. Give a five-minute warning at five minutes, and a one-minute warning at nine minutes. Tell the judges how long the oral presentation was; a two points deduction must be removed from the average score for each minute short of the eight minutes minimum.

· Read and follow all Chairpersons’ General Duties #4 to #8 as listed here.

CHAIRPERSON CHECK LIST


CAN YOU ANSWER YES TO ALL THE FOLLOWING STATEMENTS, YOU ARE READY? 

_____
I have read the chairperson's duties and understand each item. 

_____
I have sent my RSVP with my menu choice 

_____
I have read each page of my event at least 1 time. 

_____
I have the needed equipment.  If not I have notified the events coordinator  



___Adding machine w/tape ___A stapler/staples ___paper and pencil __a time watch or silent timer 

_____
I have the papers I need. ___ this memo    ___  the event copy   ___ the chairperson's duties sheet 

_____
I have prepared a written outline to do the student orientation before the events. 

_____
I know that I should review the procedure for my specific event for 5-10 minutes with the judges



after the students orientation. 

_____
I know the procedure upon arrival Thursday (see list below).


BEFORE 8:50 A.M. ON THURSDAY 


* First, if I am a local advisor & no other chaperone from my school can do it, I register my chapter.


* I go to the proficiency events registration table. 


* I give the registration person my name and name of my event.


* I take my name tag, a program and chairperson's envelope.


* I verify the contents of my envelope.


* I read the last minute notice on or in the envelope.


* I find the listing of my event in the program.


* I verify my schedule for event and room and look at the map.


* If time permits, I bring my equipment to the event room and verify set-up.


* I join everyone for refreshments (8:00-8:50).


BY 8:50 A.M. ON THURSDAY
* Orientation for the judges, chairpersons and assistants.


* After the general session at 10:05, I will walk with my judges to my event room to start my orientation.


* After the students orientation, I will answer questions from the judges.


YOUR MOST IMPORTANT RESPONSIBILITIES ARE: 

1.
Be on time.  Keep events on time.  Don't forget equipment and papers.
2.
Prepare for your students' orientation.  You have so much to say in only 25 min. & you must finish on time.  Allow questions only after you have covered the necessary items listed in the chairperson's duties. 

3.
Do not influence judges.  Leave room when judges do their final tabulating unless they ask you to stay.

4. Delegate some responsibilities like giving time signal to your assistant. 


FCCLA PROFICIENCY EVENT

ASSISTANT'S DUTIES

1.
PURPOSE
Because it is extremely important that all our advisors and volunteers become knowledgeable about the events, we appointed an assistant chairperson for each event.

2.
ROLE
a.
The assistant must become familiar with the duties of the chairperson because the assistant will need to assume those duties for short periods of time to allow the chairperson to leave the room. 

b.
The assistant must plan to remain in the event room at least during 1/2 of the competition; the exact time to be decided between the assistant and the chairperson. 

3.
DUTIES
a. Before the Conference 

· Greet participants

· Put up “In Session” sign and close door.

· Give judges written information from participants if applicable; ex. Job interview=Portfolio. Remind judges to write participant’s name(s) on the rating sheet.

· Stand in back of the judges (facing participants) to give time signal – see specific duties – using time cards. Use “Quiet” sign as necessary to keep audience very quiet.

· Keep events on time
· Send runners with questions if problems arise.
· Remind judges that the event rules require that you leave the room with the participant(s); remind them that you will be just outside the door & they may ask for help.

· Leave the room with participants at the end of each event. Presenter to tell the judges that it is time for the next event.
b.
Day of the Event 

*
Attend orientation for all event staff. 

*
Assist the chairperson with his/her duties during the participants' orientation.

*
Assist the chairperson in the preparation of the deduction sheets.

*
Supervise the event for short periods of time when the chairperson must leave the room. 

*
Optional:  The Assistant often assumes the following responsibilities during the event:

- the roll call

- distribute ribbons

- help collecting folders/portfolio

- give attendance stamps

- do Quiet sign





- distribute and collect the participant’s evaluation forms

*
Fill out evaluation form. 

For Job Interview only
The assistant needs to also serve as a back-up person to the receptionist when he/she needs to leave the reception room for a few minutes.
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