Chief Judge Cheat Sheet

Before the contest, you will want to do the following:

1. Review eligibility and originality sheets of contestants to see if they are eligible.

2. Review the rules before meeting with judges.  Go over rules with Contest Master so you’re both on the same page.

3. Gather the judges, tellers, and timers

4. Go over rules

5. Pick a “secret” tiebreaking judge.  You are to pick them and they hand their ballot over to you alone.

6. Review the rules and judging criteria for the contest.  This includes the “suggested” ways to judge by folding sheet.  Please remind judges that they are not to take into account timing.  Please note that there is not a rule preventing a contestant from wearing a badge, and this should not be taken into consideration when judging (if applicable)

7. Make judges sign/print names on ballots.  Let them know unless there are only two contestants, all three  lines must be filled out for the ballot to count and that the judges must break their own ties.

8. Review “if there is a protest”

9. Review timing procedure with timers (timing starts with first utterance/recognition of audience) PLEASE NOTE—one time does the timing device, one timer does the timing lights/card.  Rules state that there is only one watch; if it malfunctions during a speaker, rules provide for an extra 30 seconds.

During the Contest:

1. When introduced, Say Hi

2. When called upon, receipt the following line: “Mr./Madam Contest Master, the Judges Have Been Briefed”

3. Ensure the one minute of silence is just that

4. After the last contestant has spoken, judges have one minute for filling out that form for the last contestant, the have as much time as they need to tabulate their results.  Please make sure that silence is maintained, as noise puts pressure on a judge to hurry up which may cause addition errors

5. Supervise the collection of the ballots by the ballot counters

6. Go to an area separate from the main room, so that tabulation of the results is not in earshot of the audience/contestants.

7. Supervise the counting of the ballots.  As chief judge, you are the chief teller, but may supervise others to do this job.

8. After all results have been checked and double checked, verify all contestants are eligible due to timing

9. On a separate sheet of paper, place the results of the contest.  If a contest has more than four eligible contestants, the results of third, second, and first are announced.  If a contestant was disqualified due to timing, please indicate this with this phrase “A Contestant Has Been Disqualified Due To Timing” and ensure that this is announced

Please note—the rules are important and should be reviewed before the contest.  Such items you’ll find in the rules are:

Once a contest master has been introduced, if a contestant is not present, either their alternative takes their place or they are disqualified.

If only one contestant shows up, a contest must be held still.

