Chief Judge Checklist
[The Chief Judge is NOT a voting judge]
Before Contest
Confirm all Contest Specifics with Contest Chair [Do this early!]

Physical location—Specific directions to site (map if needed).

Timing—Exact times for briefings and contest start time.


(Suggest having the briefing at least 30 minutes prior to the contest start time.)
Recruit Judging Team [Contest Chair may assist in recruiting.  Determine well before contest which functionaries the Contest Chair will recruit.  Determine well before contest which equipment the Contest Chair will acquire.]
Judges—Minimum of 5 at club & Area, minimum of 7 at Division & District.
(Suggest at least 2 judges per contestant—Tiebreaking Judge is in addition to these.)

[Avoid having judges from the same club as contestants.]

Tiebreaking Judge—One (1) known only to you.
Timers—Two (2) timers are required for each contest.

Ballot Counters—Three (3) are required for each contest.


Sgts-at-Arms—Number will depend on facility and type of contest.

Locate Judging Equipment [Contest Chair or Contest Manager may assist in acquiring equipment*.]
Timing Lights—At least one set of lights and a backup set of lights or cards.
Stop Watches—At least one stop watch and a backup timing device.

Electrical extension cord—Minimum of 25 feet in length.


Calculator—For ballot counters use.

3 X 5 File Cards—For recording balloting results.

Small Envelopes—To contain balloting result cards when given to the Contest Chair.

Pencils—For judges’ use.

Acquire Necessary Forms [And have extras]
Speaker’s Certification of Eligibility and Originality (1183) 1 each speaker.
Speech Contestant Biographical Information (1189) 1 each speaker.

Counter’s Tally Sheet (1176) 2 per contest.


Speech Contest Time Record Sheet and Instructions for Timers (1175) 2/contest.


Judge’s Guide and Ballot (Form depends on contest) 1 per judge per contest.

Tiebreaking Judge’s Guide and Ballot (Form depend on contest) 1 per contest.


Notification of Contest Winner (1182) 1 per contest.
Immediately Prior to Judges Briefing

Locate the briefing room/area. [DO NOT brief judges with contestants present!]

Receive Eligibility & Originality Forms for each contestant from Contest Chair.
Verify eligibility of each contestant.
Get speaking order from the Contest Chair. 

Judges/Timers/Counters Briefing 
1. Give all functionaries their appropriate forms. [Have pencils available.]
2. Advise judges that “all judges will judge all contestants.”

3. Have judges print and sign name on ballots on lines provided and separate the ballot from the judging guide.
4. Brief judging guidelines for each contest to judges—emphasize content and objectivity.

5. Brief judges that all speeches must be substantially original. Quoted material must be identified during the speech. Grounds for protest if not original. (International, Humorous, Tall Tales only)
6. Brief judges that they are not timers and should not consider timing at all.

7. Incomplete, unreadable, or unsigned ballots will be discarded (not counted).

8. Brief timers about timing criteria. 

9. Brief the timers on the specific light times for each contest held that day.

10. Timing starts with first definite verbal or non-verbal communication with the audience—including sound effects or actions.
11. Speaker gets additional 30 seconds if timing devices fail. This device failure and the total time must be recorded on the Time Record Sheet.
12. Brief counters on procedures for ballot pickup and the tallying process.

13. Brief everyone on the confidentiality of contest voting & feedback restrictions.
14. Brief the protest procedure—only judges and contestants may protest.
a. Judges may only protest originality.

b. Judges should write “Protest” boldly on their ballot before giving it to Counter.

c. Any and all protests must be lodged with the Chief Judge or Contest Chair prior to announcement of results.

d. A judges’ meeting will be convened before any protest decision is made. The contestant will be included in that meeting. A majority of judges’ vote will determine the result of the protest.
e. Incorrect Winner/Alternate Announcement--Only the Chief Judge, Ballot Counters or Timers “may immediately interrupt [the winners’ announcement] to correct the error.”

f. The suggested method would be to state loudly enough to be clearly heard by the Contest Chair—“Please stop the presentation until the results are reviewed.”

g. ARE THERE ANY QUESTIONS?”
Audience Briefing

 “All contestants and judges have been briefed and understand their responsibilities.”
Please turn off all noise makers (phones, pagers, palm pilots, etc).
Please honor the minutes of silence following each speaker to enable the judges to complete their ballots. 
There will be no flash photography during the contest.  
Flash photos may be taken only during the contestant interviews. 
Please refrain from any noises or activities that may distract the speakers.

No one will be permitted to enter or leave the room during any of the presentations.  If you exit during the period between speeches you may not be allowed entry until after the following speech.  The Sergeants-at-Arms will ensure there are no interruptions during the speakers’ presentations.  Note: Please keep the audience briefing short and sweet.  Timing is essential
During Contest
Spot check timers—Time one or two contestants yourself to ensure proper timing.

Assist timers with equipment malfunction/replacement.

[Note: If timing devices fail during a speech, the speaker will be allowed 30 more seconds.]● 
Personally collect Tiebreaking Judge’s ballot at completion of each contest.

Monitor ballot collection process and signal Contest Chair when all ballots are in.
Determining Results  
One counter will record. Two will read and verify. Use “Counter’s Tally Sheet”.
Double check all counting and results to preclude errors. [Use of calculator helps.]
Use Tiebreaking Judge’s ballot only if there is a tie in the winners/alternates area.

[Highest placing speaker on the Tiebreaking Judge’s ballot, of those tied in the tally, will win that position. The other speaker involved in the original tie, but not winning the tie break, will move to the next slot in order, displacing the speaker already in that slot.] 
Retain all ballots, timer’s records and tally sheets. Destroy them after awards.
Resolve any protests and report any findings to Contest Chair along with winners.
If a protest concerns originality, the contestant must be given an opportunity to respond before deciding on the disqualification.  The majority of judges must agree on the decision.
Record voting results, insert in envelope, and deliver to Contest Chair.

Make absolutely certain that the results given to the Contest Chair are 100% accurate!
[Consider a clear, easily readable form such as shown here for reporting results.]
	Table Topics Contest

	Do Not Read Disqualified Names Aloud!

	Third Place Winner

	Alexander P. Reynolds


	Second Place Winner

	Jennifer A. Abernathy


	First Place Winner

	Samuel K. Brown


	Disqualified [Time/Originality]

	(Allison R. Wiggins—Time)



	

	

	


(Sample form only. Any readable format will suffice)
 If there has been a disqualification, the Contest Chair should announce that “There has been a disqualification due to [timing, originality]” and say nothing more regarding the disqualification.  No contestant name will be given in this announcement.
Immediately Following Contest Adjournment
Ensure the following are complete and delivered to the next contest level:

Coordinate this step with the Contest Chair.]

Certificate of Eligibility & Originality—For each winner and alternate.

Biographical Information—For each winner and alternate.

Notification of Contest Winner—For each contest.
●  Take part in the any contest discussion/ review conducted by the District representative (if performed).
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