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CHECKLIST

A.  DO TWO WEEKS TO ONE MONTH BEFORE EVENT
1.
Arrangements
Select a day for the tournament (*see detailed breakdown)

Check with staff before using their classrooms (tell them you will need some blackboard space)

Schedule school for the weekend of the tournament and tell the custodian. (You might need more lead time here depending on your school or school board regulations.)

Send the invitations; decide if billeting will be necessary (set a deadline date for invitations to be accepted) (* see sample invitation)

Arrange to obtain tables for


1)
registration desks (judges, competitors, chairpeople /timekeepers)


2)
lunchroom


3)
awards ceremony

Arrange to obtain chairs for


1)
registration desks


2)
lunchroom 


3)
judges’ briefing room

Arrange to get a microphone for awards ceremony (not necessary but useful for large tournaments)

Order trophies, plaques, medallions (awards) (usually A.D.S.A certificates are used for the five top speakers per category or only fourth and fifth place) (trophies or medals are suggested for first, second, and third  place) 

Send a newsletter home with the school’s students telling of the event

Arrange for briefing areas (judges, competitors)

Arrange layout of statistics room

Arrange for lunchroom area 

2.
Staff
(note number of registrants coming . . . . for planning.)

Call and confirm judges (give them date, times, place, lunch plans 

Get someone to brief judges (*See Briefing - Pages 10 & 11)

Get someone to brief chairpeople/timekeepers (*See Briefings Page 11 & 12)

Get someone to brief competitors (*See Briefing - Page 12)

Get a statistician (two preferred) (*See Detailed Breakdown)

Get adult(s) to control the Impromptu rooms

Get someone to type statistics and certificates on the day of the event.

Get students to do the registration (judges, competitors, timekeepers/chairpeople)

Get students to time and chair the event (brief them fairly soon after, they volunteer and refresh their memories a few days before the event 

(*See Detailed Breakdown) (*See sample Chairperson Speech)

Get students, parents, or caterers to organize and set up the lunch (Provincials involves preparing a banquet)

Get students to be a cleanup crew (*See Detailed Breakdown)

Get someone to open the school doors and lock them the day of the tournament.

Get someone who can use the intercom and photocopier or use them yourself.

3.
Small Jobs
Send a reminder letter to the judges (as well as date, time and place, you might include a schedule)

Buy a book for judges to sign when they arrive (paper will do)  “Name/Address/Postal Code/Telephone Number” (good for thank you letters and next years judges)

Obtain a cashbox and receipt book

Obtain master copies of the following items from your Regional Co-ordinator in order to get them copied.


1)
ballots


2)
statistics sheets - colour coordinate these with the ballots for quick 


reference


3)
Guide to Judging


4)
Certificates


5)
Chairperson's Script


6)
Time Cards 

Get envelopes or folders for making packets (*See Detailed Breakdown)

Get boxes (5) for statistics and mark with each category name

Use classroom clocks or watches with second hand for timing speeches

Get paper and pens for Impromptu speech preparation room (*See Detailed Breakdown)

Prepare three Impromptu topics (for Provincials & Regionals: three for junior high; three for senior high)

Write a welcome letter and get it typed to place in the packets of:


1)
judges


2)
coaches


3)
contestants (*See sample letters)

Buy napkins, donuts and coffee (possibly juice for students)

Buy lunch tickets 

Get Coffee urns (rent if necessary)

Get a couple of videos for the lunch movies

Get a V.C.R. and television to show the videos

B.
DO WHEN THE NUMBER OF CONTESTANTS AND THEIR NAMES ARE  KNOWN
Arrange for number of rooms needed for each category (and grade level if Regionals or Provincials) (group categories together; make sure Impromptu rooms are close to the Impromptu waiting and preparation rooms)  (*See Detailed Breakdown)

C. DO TWO DAYS BEFORE EVENT
Call and remind judges of event

Remind registration people, chairpeople/timekeepers, clean up crew, and adult helpers, of date, time and place of tournament

Do the draw (*See detailed breakdown) (The A.D.S.A. will do the draw for Provincials)

Type the draw and put into the appropriate packets

Check that all arrangements and details are ready (eg. lunch, coffee, donuts, banners, people, etc.)

Special Note:  Be sure the awards are present and in good repair.

D. DO NIGHT BEFORE EVENT
Be sure the custodian knows of the event so you have someone to open and lock up the day of the event

Put up banners and signs

Set up registration desks (cashbox, receipt book, packets and judges’ sign-in book should be set out morning of event instead)

Prepare Impromptu areas but don’t set out Impromptu topics until next morning

Be sure all rooms are ready

Be sure napkins, coffee, donuts, etc. are at school or will be delivered first thing the next morning

Pick up video tapes

E. MORNING OF EVENT
Be sure registration desks are ready

Set out napkins, coffee donuts, etc.

Give Impromptu topics to person(s) in charge

Brief judges (*See Detailed Breakdown)

Brief Competitors (*See Detailed Breakdown)

Set up statistics room

Set out awards (lock door)

F. DO AT LUNCH - DAY OF EVENT
Set up videos

Be sure lunch is organized and running smoothly

Have typist start typing statistic results and certificates if possible

G. DO AFTER LUNCH - DAY OF EVENT

Thank judges, helpers, coaches, and competitors at awards assembly

Give out awards (at Regional Championships mention names of students who will move on to Provincial level) (never announce placings beyond the top seven)

Give coaches the results

Be sure the clean up crew does its work

Check the school

Lock the school

Special Note:  When “floating” trophies are given out, note who has received them (“floating” trophies are on loan for a year and belong to the school who originally bought the trophy).

H.  DO THE MONDAY FOLLOWING THE EVENT
You must send the results to the A.D.S.A. together with:

1)
a list of students with their schools (you can use a copy of your Registration  

     sheet for this)

2)
a list of students and their schools who have taken the various floater 

     trophies, especially at the Regional and Provincial level

Write and send (as soon as possible) a thank you letter and a copy of placement results to the judges and helpers (*See samples)

Send a newsletter home telling of the success of the event

DETAILED BREAKDOWN
A. TIME
When organizing a tournament the first thing to consider is when that tournament will occur.  Here are some factors to consider:

1.
Is there already an A.D.S.A. event on that day?


(Check with your elected regional representative and/or the A.D.S.A. office.)

2.
Does the event coincide with a local event?

3.
Does the event fall on a long weekend?

4.
Is the event too close to a major holiday? (e.g. Christmas, Spring Break)

Consideration of these factors will ensure maximum student registration as well as community and staff response.

Note:


As the event usually runs seven to eight hours, most organizers choose a Saturday.

B. FACILITIES
1. Draw for number of rooms
You will require rooms for the students to speak in.  The number of rooms depends upon the number of students entered.  Once you have an idea of how many are entering, you will wish to consider the following:

a.
While the ideal number of students in a room is six, seven is permissible  as  

    is less than six.

b.
When calculating your room requirements be sure to treat each speech 

     category separately.  Do not add people in the different speech categories to 

     determine your room needs.

c.
In addition to the above rooms, add one Impromptu waiting room plus one 

     Impromptu preparation room.

Example:
Registered you have -




Junior High





Senior High

A
Solo Acting

=
9

G 
Solo Acting

=
5


B
Duet Acting

=
6

H
Duet Acting

=
7


C
Oral Interpret. of Prose=
12

I
Oral Interpret.of Prose 

  












=```````4


D
Oral Interp. of Poetry =
6

J
Oral Interp. of Poetry 














=
12


E
Original Oratory
=
7

K
Original Oratory
=
8


F
Impromptu

=
5

L
Impromptu

=
3

Room Requirements would therefore be: 

A
2 rooms

D
1 room

G
1 room
J
2 rooms

B
1 room

E
1 room

H
2 rooms
K
2 rooms

C
2 rooms

F
1 room

I
1 room
L
1 room






17 rooms + 1 for impromptu = Total of 18 rooms.

2.
Office

You will need access to the office.  You may need the intercom for announcements, the telephone to make calls, the office rooms for statistics, or the photocopy machine for  photocopying.

3.
Statistics Center
You will need a private area for doing the statistics.  The office, workroom, staff room, or computer room is acceptable.  Unauthorized personnel must not have access.  (It is suggested you use individuals other than coaches or participants taking part in the event as statisticians.)

4.
Lunchroom/Banquet
If a meal is to be served, you will need a large enough facility with tables and chairs and a food-handling capability (cafeteria in senior high schools, gymnasium in junior high schools).  This area can also be used as a meeting place and briefing room for competitors.  (It can as well be used for judges, but judges often use the staff room.)  Awards can also be presented in this room.

5.
Refreshments

You will need to plan refreshment areas for the judges and the students (competitors and chairpeople/timekeepers).  If possible plan at least one area per floor for the students and one area for the judges.

6.
Impromptu Rooms
You will need to plan two extra Impromptu rooms.  This can be done in two ways.  One way is to make use of two separate rooms - one with enough chairs for competitors to wait, the other with enough desks for speech writing to match the number of Impromptu speaking rooms.  The second way is to use the library by putting “waiters” across the room from the “writers” (Again, make sure the number of writing carousels or tables matches the number of Impromptu speaking rooms.)  In either case you will need at least one adult (two is preferred) to control the room(s) - to give each student the correct “round” topic at the appropriate time, to control the five minutes students have to prepare the speech, and to make sure that things flow smoothly.

7.
Registration tables
You will need three registration tables.  Be sure they are placed at or near the school’s main entrance.  Spread them far apart so the line at each does not get tangled with other lines.  Be sure signs clearly indicate each table.  

a.
Judge’s table - two people (one to mark off the judges’ names from a master 

     list as they arrive and hand over a judge’s packet, the second to make  

     sure that the judge signs the judge’s book with his/her name/address,

     postal code/telephone number and record name of spare judges).

b.
Competitors/coaches (each competitor can pick one up or one package can 

     be made for each coach which includes that coach’s students) - two people 

     are needed (one to mark off competitor/coaches’ names from a master 

     list and hand over packet(s); the second to write receipts for last minute 

     registration payments.  However, encourage payment before tournament day.
c. Chairpeople/Timekeepers – one person to mark off the  

     chairperson/timekeepers’ names from a master list as they arrive.

8.
Briefing Rooms
You will need briefing rooms for:

a.
Judges (Coaches) - be sure you have enough chairs and room for all the  

     judges.

It might be a good idea for coaches to hear the briefing to be sure competitors and judges are aware of the rules and category criteria.

b.
Competitors - 


Use the meeting room of all competitors (possibly the lunch area) where you 

     can be sure there are enough chairs and room.

c.
Chairpeople/Timekeepers -Try to brief before the day of the tournament so 

     that briefing is merely a matter of reviewing their jobs.

9.
Awards Room

You will need a room to present awards - be sure you have enough space and chairs (as mentioned before, cafeteria or gymnasiums are good) - be sure the awards are organized on the tables in an easily presentable fashion (do not hunt around the table for an award).

C. INVITATIONS

Ideally, invitations should be sent out four to six weeks before the anticipated date.  Also send a copy of the invitation to the A.D.S.A. so they can deal with the phone queries.  The invitations should include the following information:

1.
Date, time, and address of event

2.
Tentative timetable

3.
Cost of registration (to be paid before tournament date)

4.
Availability of billeting (if you plan to offer billeting)

5.
Who to contact (name, address, and telephone number)

6.
Registration deadline (point out that this will be strictly adhered to)

7.
A form on which the applicants can indicate their:


a.
Name


b.
Category


c.
Billeting requirements (if you want to deal with billeting)


d.
Gender (If billeting is offered)


e.
School


f.
Telephone number and contact individual


g.
Fee (the fee should be listed.  The objective of the registration fee is to

        help you break even.) The following factors should be considered in  

       calculating this fee:

1. Lunch (decide who pays, ie. coaches, parents; who eats free,  

                            ie. participants, judges)





2. 
Coffee and snacks





3.
Xeroxing





4.
Paper and folders





5.
Mailing





6.
Trophies

7. What funding you have raised from outside sources, student 






council, fundraising etc.

NOTE:

Try to keep the fee down by raising other funds.  For example - A fee of $20.00 might make it tough for all to have equal access while a fee of $5.00 likely does not.

Warn registrants that if a student pulls out from the competition he/she will not get a refund as the money immediately goes into lunch, trophies, etc.

D.
STAFF
1.
Chairperson/Timekeeper
Every room in which students will be speaking requires a chairperson/timekeeper.  These individuals, usually students from the host school, have the following responsibilities for each round.  In order, they are:

a.
Introduction of the judges to the speakers (except with the Impromptu category)

b.
Introduction of the speakers one at a time, to judges 

c.
Timing the participants’ speeches and indication to the students through signals or signs as to how the time is elapsing.  Generally cards are  flashed showing the amount of time left.  (For times see the Speech Rules in Appendix I)

d.
Gathering the ballots from the judges.  Check to see that each ballot has the  name of the competitor (or code number if indicated), the rank achieved, the category of speech, the round, and the signature of the  judge.

e.
Asking the judges to make comments to the speakers

f.
Taking the ballots to the statistician(s) (while judges are commenting to the competitors)

Note:
See Chairperson Script under “Samples”

2.
Statistician(s)
Someone who is acquainted with A.D.S.A. procedures should be used. Generally the procedures are straight forward and any logical individual with a calculator who has some knowledge of speech activities could probably handle it.  Be sure the individual is aware of A.D.S.A. statistical procedures covered in this Guide.

Your statistician(s) will require a few helpers:

a.
One person to sort the ballots by category (or chairpeople can drop them 

     into an 
appropriately labelled box)

b.
One person to add the columns

c.
One person to check the addition, etc.

d. One person to write out the results so the top speakers and their schools 

    can be named at the awards presentation

Note:  
With larger tournaments, two adults can split the categories and do 

  all the calculations.  This has been done and is very quick.

3.
Food Preparation
The nature and number of personnel involved here will depend on the type of meal served.

4.
Registration
See Facilities.  The people who man the registration desks will keep an accurate list of “no shows” plus, in the case of judges, “spares”.  This way, people can be placed in the correct area and in the capacity needed.

5.
Briefers
An individual, preferably a tournament host, coach, A.D.S.A. staff member, or alumnus who is familiar with speech should be on hand to brief the judges and chairpeople/timekeepers.  Competitors can be briefed by the tournament host or some other designated person.

Judges’ briefing and chairpeople/timekeepers’ briefing should be arranged for the morning of the event, sometime between registration and the first round.  Be sure your briefer covers the following:


a.
Briefer of judges


1.
Welcome the judges



2.
List content of judges’ folders



3.
Make sure judges know which category(ies) and level 





(junior or senior) they are judging for each round



4.
Make sure they know where their rooms are 




(have them look at their map of the school.)



5.  To have judges accurately mark ballots tell them:




a)
What to expect from junior/senior levels

b) That there are usually two to three judges per room who 

                             evaluate all  students without conferring with each other




c)
That marking should be consistent




d)
That they should refrain from personal prejudices toward  

                            topics chosen by students



  6.
When judges give comments, they should:

a) Be positive - perhaps offer one or two constructive criticisms,  

                            but always 
end with praise for each speaker




b)
Keep comments brief (there is a tight schedule)




c)
Refrain from discussing judgments with other judges



  7.
Review the categories referring to the Speech Judges' Guide.





  8.
Go over the ballots





a.
What to fill in on tear sheet






b.
How to use worksheet






c.
What disqualifies a student:







1.
Student goes over the time limit 







2.
Student uses the same selection except when moving








from Regionals to Provincials in the same year.



      9.
Ask if there are questions

10. Tell judges to read the manual “A Guide to Judging “and look over 

                   the ballots 
when 
they get them.


b.
Briefer of Chairpeople/Timekeepers

When briefing chairpeople/timekeepers the briefer should tell 

     chairpeople/timekeepers to:


1)

Be sure their assigned room is ready for each round

2) Put competitors’ names and code numbers on board in proper speaking 

          order for each round


3)

Record names of judges and how to pronounce them


4)

Introduce judges at the beginning of each round (except with Impromptu  

    where judges should be introduced at the end of each round when invited  

    to give comments)


5)

Introduce each speaker (be sure of pronunciation)


6)

Time each speech carefully


Maximum

Minimum





Original Oratory



7 minutes

none





Impromptu




5 minutes

none





Oral Interpretation of Prose or Poetry
7 minutes

none





Solo Acting




8 minutes

none





Duet Acting




12 minutes

nonE

b.
Briefer of Chairpeople/Timekeepers


Note:  
The  time  allowed for Oral Interpretation and Solo Acting includes  

                   the introduction.

All speakers are allowed 15 second grace at the end of their allotted time to conclude their speeches.  Once the 15 seconds has expired the speaker should be interrupted.

7) Be sure to accurately time each speech (start timing when the speaker  

          actually starts his/her speech/presentation not when he goes to the 

          front of the room)

8) Collect ballots and be sure all information has been accurately filled in 

          and that the judges have signed them


9)

Invite the judges to make comments about the speakers

   10)

Bring ballots to the statistics room (or the room the organizer has       

         decided on)

   11)

Return to assigned room for next round


Note:  Be sure you have enough ballots of the correct type.  If a student is late and has  missed his speaking spot put him in as the next speaker or as the last speaker




Remember:

Know your job and be efficient about it









Always be courteous









Never keep a round waiting









Use eye contact when speaking









Remember that you are in charge

C. Briefer of Competitors

Briefers should tell competitors to:

1) Tell the chairperson your name and code number when you arrive at 

          each new  room


2)

Be courteous to judges and speakers


3)

Pay proper attention to each speaker; do not talk or whisper while 

     speeches are being given


4)

Feel free to clap after each speech


5)
 
Thank the judges with a handshake when all comments have been given

6) Move quickly through the halls when his/her round is over as some 
 

          rooms might not be finished

NOTE:  The organizer might have additional items of note.

6.
Judges
Each room in which competition will occur should have three judges.  (If semi-finals and/or finals are to take place, 5 or 7 judges might be used).  When setting a target number to recruit, plan on extras as a few judges always fail to turn up.  

Getting judges is one of the most difficult steps. 

(There are a number of possibilities:)


a.  

Ask teachers in your school


b.
  
Ask parents of students in school; put in the newsletter which goes  

         home with the students


c.

    Contact alumni debaters and speakers in your region


d.

    Contact such groups as Toastmasters and Toastmistresses


e.

    Contact community service groups


f.

    Ask school alumni (See Appendix I)

It is a good idea to invite some dignitaries.



e.g. Principals, School Board Administrators, Civic Administrators, 




 

      Community Leaders, etc.

Judges should be contacted well ahead of time, say two (2) to four (4) weeks in advance to increase the chances that they will not have prior commitments.  Try to discourage individuals who only want to judge a half-a-day as this complicates organization.

Once you have confirmed judges keep in touch about once a week.  Some judges have a habit of forgetting.

You might ask judges which category they would prefer to judge.  Don’t make promises, but do try to give them what they want.   Some judges may either have special skills conducive to judging certain categories (eg. drama person for solo acting) or feel comfortable with certain categories.

Suggestion - You might want to send the judging material to judges ahead of time.

Advantages

1.
Judges can look over the rules ahead of time and will then be clearer 
 

 about the principles of judging speech.

2.
This can cut down on briefing time as judges who have judged before can 
simply review 
what they already know.

3.
This allows first time judges to feel more confident when they come to the 
briefing as they are 
now familiar with the criteria.

Disadvantages

1.
It gets costly:


a) If judges do not bring their material on “event day”, you might have to 

          provide a second set.  Photocopying can get expensive.

b) Whether judges remember their material or not, you must have plenty of 

     extra copies which, again, is costly due to photocopying.

c) 
You might send material to a judge who cannot make it to the event, 



so again, there is a waste of money.


d)
 The cost of mailing the judge’s material can get very expensive.

2.
It adds time to an already busy schedule.  Addressing envelopes to judges  

 can become time consuming especially if all you have been given is a home telephone number.  You have to get their address somehow.

7.   Impromptu Waiting and Preparation Room(s) Supervisor



This individual will call the speakers, give them their topics, and send them on at 
timed intervals.




For a more complete description, see the section on the Impromptu Waiting Room.

 8.  Clean Up Crews
Use the registration people to clean the registration area, the chairpeople/timekeepers to clean up each competition room, the two previous groups to clean up the lunchroom and awards room, and the organizer to clean the briefing and stats rooms.  The supervisor of the Impromptu waiting and preparation rooms will clean those unless students are especially assigned to do so.

E.
OTHER TASKS
1.
Publicity
“Publicity never hurts.”  Publicity is good for the Association, your Debate and Speech Club and your standing.  Generally an article with a local paper prior to the event can assist in getting judges and billets.  A letter sent home with students can also help you achieve these goals. 

On the day of the event a reporter and photographer from a local paper is a nice touch.  This makes the public aware of the Association (which helps with fundraising) and your activities.

2. Sponsors
It may be worth your while to consider sponsorship for all or some part of your tournaments.  Groups to consider:







- P.T.A.







- Service Groups (Rotary, Knights of Columbus, Lions, etc.)







- Local Media







- Local Businesses







- Toastmasters/Toastmistresses

Many of these groups have sponsored trophies.  This reduces some of your costs and gives your event extra publicity.
3.
Folders

A.
Judges’ packets


1)
 
Letter of welcome



2)

Schedule



3)

“Talk Advantage” (from A.D.S.A.)



4)

“Guide to Judging “



5)

Room assignment with category and level



6)

Map of school



7)

Lunch ticket if round 3 is after lunch or if judging semi- finals, etc. 



    
(judge’s ribbon could be used as ticket)



8)

Incidentals (pen, judge’s ribbon, etc.)


B.
Competitors’/Coaches’ packets 


1)

Letter of welcome



2)

Schedule



3)

Contestant names and  codes



4)

Room assignment (draw)



5)

Map of school



6)

Lunch ticket (ribbon as ticket - optional)



7)

Optional - incidentals (pen, paper, little gifts such as pins, notepads, 





etc. gathered from school, school system and community.)


C. Chairpeople/Timekeeper’s packets


1)

Timecards



2)

Ballots for judges



3)

Schedule



4)

List of coded contestants



5)

Sheet to introduce judges and contestants (*See Chairperson/



  
Timekeeper script)



6)

Lunch ticket (host ribbon tickets -  optional)



7)

Pen or pencil - optional


Note:

Have extra packets made for coaches and parents who may wish to find 
their student, son or daughter.

4.
Billeting
Whether or not you offer billeting depends on how far away participants will travel to be in your tournament.

If, for example, you hold a local tournament obviously billeting will not be required.  Some regions, such as the north, might have to offer billeting as distances travelled within the area can be excessive.

If you decide to offer billeting you will likely be required to offer billeting for the night prior to the tournament and the night of the tournament as well.

To recruit billets a number of techniques should be considered:




a)

Appeal to staff




b)

Appeal to students in your debate and speech club




c)

Send a typed letter home with students

5.
 Signs
Signs are a good idea to assist visitors to your school.  Beginning at the front door, signs should direct people to registration, judges and chairpeople/timekeepers briefing areas, competition rooms, dining area, etc.  Be sure they are visible.  (Make them large and put them in good locations).

6.
Trophies
Generally a trophy is provided for the 1st  place in each of the five categories.  

(These need not be large or elaborate.) Plaques are often used for 2nd  place.  Medals are usually provided for 3rd place.  Certificates, available from the A.D.S.A., are generally given to the top 5 participants in each category.

You may wish to have a guest present the trophies, particularly if he/she represents a group which has funded the trophies or some other aspect of the tournament.

7.
Impromptu Preparations
The Impromptu portion of your tournament requires a few extra preparations:

a)
The “Impromptu Waiting Room”
The Impromptu portion of the tournament requires an extra room where the speakers will gather before proceeding to competition rooms.

Why?

For fairness sake all students speak on the same topic (in a given round), however, each speaker is only supposed to know the topic 5 minutes before speaking.  The extra room provides a place where students can wait, be released at intervals, and be informed of the topic as they leave.  Let us demonstrate with a diagram:

Supposing 10 students are in Impromptu, 5 in Junior High and 5 in Senior High:  (numbers imply order in which speeches will be given)

Step 1
-
Students in each category pick a number






1st


3rd

5th

2nd

4th

Junior High






5th


1st

4th

3rd

2nd

Senior High

Step 2 -  Both 1st’s are called and taken outside the room.

















     t



Desk

1

3

5

2

4

     1

  


Desk

5

1

4

3

2

     1

















     s

Step 3 - Both are given the topic and a desk to work at.


Step 4 - 5 minutes later they are instructed to proceed to their assigned 


         rooms.


Step 5 - When they reach their competition room they are to wait outside 


       until they are called in by the Chairperson/Timekeeper in that room.


Step 6 - To avoid a line up of speakers arriving at each room provide a 2 or 





3 minute break before you send the 2’s out to write.

b. Resolutions
In a given round all Junior High participants will speak on a particular topic and all Senior High participants will speak on a particular topic.

A topic should be set up with an initial statement and then a few thought provoking comments:  (this gives them a bit of structure if they need it)





Example:

Senior High Impromptu









Round II









TOPIC:   “King for a Day?”

Many people fantasize what it would be like to be all powerful.  They dream of having the power to change things, fulfil their desires, or simply have a good time.  This is your chance:

(Speakers are restricted only to the subject, not to the comments listed above.)
8. Draw
The draw is the sheet which explains where participants should be in a given round.

Generally it is a waste of time to do the draw any earlier than the night before.  There are always last minute withdrawals and registrations.  (However, you should have by now determined which rooms will hold which speech categories and made a schedule as to which judges will be in each room.  See Sample - Judges:  Location and Category.

When setting up a draw the following factors should be kept in mind:


a.
Judges are assigned to a room and usually do not move during the day.


b.
Where possible, speakers should not perform in the same style before the

     same panel of judges.  Arrange the draw so that Judges adjudicate junior  

    high and senior high levels within the same class, and/or have Judges 

     adjudicate similar categories:




ie:  Oral Interpretation of Poetry and Oral Interpretation of Prose






     Duet and Solo Acting






     Impromptu and Original Oratory

c. When there are more than two rooms in a category, speakers within a category must be shuffled so that they are not competing against the same group of people in successive rounds.


d.
The speaking order of contestants must also be changed so as to

     eliminate an unfair advantage of one speaker over another.

(Example:  A student who speaks first during Round I might speak fourth during Round II and last during Round III.)


e.
Speakers from the same club will not wish to speak against each other so

    try to avoid this if your are able.


f.
The key idea in a draw is to ensure, where possible, that students have a

    different panel of judges for each of the three rounds.

If a semi-final and/or final round is used, try to use judges who have not already evaluated the speakers in one of the preceding three rounds.  This should ensure the fairest judging as there would not be any predetermined opinions about any of the speakers.  Previous scores would be used to break a tie only.

Suggestion:
During the awards presentation, a showcase of winners from each category might be held where each winner gives his/her speech to the audience.  This activity promotes interest in other categories.

Let us work through a sample draw:

a.
Be sure you have a master list which contains:



1.
Student’s name

2.
School

3.
Assigned code

*The draw which the students receive just needs the students’ names and codes.  (The judges do not get this list.)

b.
Let us assume the following are registered:




Junior







Senior




15


Original Oratory

 

9




20


Oral Interpretation of Prose

10




15


Oral Interpretation of Poetry

8




10


Solo Acting

 


6




  6


Duet Acting



     
8


 

  7


Impromptu

 


6

c.
Be sure the students in each category are given a code number.




Possible Coding




Junior High






Senior High




   100’s


Original Oratory


700’s




   200’s


Impromtu



800’s




   300’s


Oral Interpretation of Poetry
900’s




   400’s


Oral Interpretation of Prose     1000’s




   500’s


Solo Acting
         

         1100’s




   600's


Duet Acting
 

 
1200's

NOTE: Do not assign any student the number 100, 200, 300, etc.   Instead, give the first student in each category 101, 201, 301, etc.  Then when you see a list of 101 - 115, you know immediately that you have 15 students.  100 - 115 means you have 16 students but as it is not quickly discernible this might confuse the statistician plus make computer programming the results a little slower.

(*See samples of student names with their code for each category.)


d.
Do the draw for each category.  This is when you assign competitors to  specific rooms for 
 each round.

Remember to:

1)
Vary the competitors each speaker goes against (Be sure as much as possible that the competitors from the same school do not go against each  other in the same round.)

2)
Vary the competitors speaking order.

3)
Be sure students are judged by different judges each round.

(*See samples of draw for each category.)

NOTE:
The Impromptu competitors must first go to the Impromptu waiting room from which they will be sent to their assigned room one by one.

9. Timetable
Now that we have considered where people should be, let us tell them exactly when they should be there.

You will need:



a.
Registration time



b.
Briefing time



c.
About 1 hour per round



d.
Time for lunch



e.
Time to assemble the Impromptu speakers



f.
Time for completing statistics 
before presentation.


(*See samples for example of Timetable.)

10. Statistics
Filling out and calculating statistics is not difficult.  The A.D.S.A. Statistics sheet is, for the most part, self-explanatory.

You should prepare the statistics sheet the night before by filling in the event date, category, and the names (and codes) of the speakers.

On the day of the competition the following procedures should be observed:

Step 1


When the judges’ ballots are brought to the statistician by the chairperson/timekeeper, the ballots should be checked for completeness by the statistician’s helper(s) before the chairperson/timekeeper leaves.

Step 2

The ranks assigned by a judge to a speaker are now entered by the speaker’s name (and code) on the statistics sheet.

Step 3

At the end of each round you should enter the total for each round and add this to the running total.  This reduces the amount of work you have to do at the end of the day.

Step 4

When you have a final total you should analyse this figure.  If each speaker had the same number of judges you may now  assign ranks.  If speakers had different numbers of judges you must divide the speakers' totals by the respective number of judges.  You may then proceed to ranking the speakers. 


The lowest total is ranked first.  


The second lowest is ranked second . . . 


and so on if only 3 rounds are used.

If you plan to use finals the five lowest scores go into finals.  However, at this point scores from regular rounds are dropped when determining final placements unless you need to break a tie.

Special concerns
a.
What to do in the event of a tie.

1)
The higher place is awarded to the individual with the highest number of 1st places.  In other words, whoever has the most first places wins.

2)
If the two speakers are still even, go to the number of second place wins . . . and so on. 

3)
If you absolutely cannot break a tie by using these methods, then award a tie.  (there is nothing wrong with giving an extra award if there is no way to break the tie, but be prepared to buy another award.)

b)
Which names are announced?

The rankings of the top five competitors for each of the five categories or the top 40% of competitors per each of the five categories, whichever is the larger, will be made public during the awards ceremony.

c) 
What to send to the A.D.S.A. immediately following the tournament:


i)    A copy of the results of the tournament.


ii)  A list of students with the name of their respective school.


iii) A list of the students (plus their school) who won the various “floater” 

          trophies. (Provincials, Regional, and some local 
tournaments.)

SAMPLES



A.
Invitation/Entry Form



B.  
Sample Registration



C.
Timetable



D.
Reminder letter to Judges



E.
Student Names & Codes



F.
Draw



G.
Results



H. 
Chairperson/Timekeeper Script



I.
Thank you letter



J.
Statistics Sheet

SAMPLE

ENTRY FORM & INVITATION

McCoy High School Speech Tournament

School Name________________________________________________

City/Town__________________________________________________

Phone Number_____________________
Coach’s Name______________________

KEY:
1.
Original Oratory


MHS DEBATE & SPEECH CLUB



2.
Oral Interpretation of Poetry

200 - 8th Street, S.W.


3.
Oral Interpretation of Prose

Medicine Hat, Alberta


4.
Impromptu




T1A
5R6


5.
Solo Acting


6.
Duet Acting

JUNIOR HIGH



SENIOR HIGH

Name



Key #
    

Name



Key #

1._______________________________
1.___________________________________

2._______________________________
2  ___________________________________

3._______________________________
3. ___________________________________

4. ______________________________
4. ___________________________________

5. ______________________________
5. ___________________________________

6. ______________________________
6. ___________________________________

7. ______________________________
7. ___________________________________

8. ______________________________
8. ___________________________________

DEADLINE:
Friday, January 16, 1991 

Please make cheques payable to:

ENTRY FEE:
$10.00 (includes lunch)


McCoy High School, 

Medicine Hat, Alta.

SAMPLE

SCHEDULE

9:00 a.m.-  9:30 a.m.

Registration

9:30 a.m. -10.30 a.m.

Round I

10:30 a.m.-11:30 a.m.

Round II

11:30 a.m.-12:30 p.m.

Round III

12:30 p.m.-1:30 p.m.

Lunch

1:30 p.m.-  2:30 p.m.

Finals

3:00 p.m.-  3:45 p.m.
.
Awards Presentation

REGISTRATION INFORMATION

Registration:

$10.00 per contestant - This fee includes lunch





$5.00 per adult - lunch fee.

Judging:


All rounds will be judged by a specialist in the area of 

speech.

Use of Notes:

Memorization will be required in the Solo Acting 





Category only:  in all other categories notes may be 

used  with discretion.

Awards:


Trophies will be awarded to all category winners.  All 




contestants placing in finals will receive awards.

Send Entries To:

Merle Cunnings, McCoy High School





200 - 8th Street, S.W.





Medicine Hat, Alberta





T1A 5R6   Telephone:
527-8161

SAMPLE
REGISTRATION FORM

[image: image3.wmf]
SAMPLE

TIME TABLE
PROVINCIAL SPEECH TOURNAMENT

8:00 A.M.
Judges' Registration - after registering judges should proceed to the Lounge

8:30 – 9:25 A.M.
Participant Registration & Judges' Briefing - Participants should proceed




to the Cafeteria to await commencement of Round I.

9:30 - 10:45 A.M.
Round I & Coaches' Meeting (Staff Dining Room)

10:50 - 12:00 Noon
Round II

12:10 - 1:20 P.M.
Round III

1:20 - 2:15 P.M.
Lunch

2:15 - 3:00 P.M.
Finals where needed

3:15 - 3:45 P.M.
Public round to choose 2 speech participants to attend the National Speech




Competitions (Cafeteria).  The top speakers from either grade 10 or 11, in

 the Impromptu, Oral Interpretation, and Original Oratory categories shall

 be eligible to compete.

3:45 - 4:15 P.M.
Awards Presentation (Cafeteria)

SAMPLE Reminder Letter to Judges
January 18, 1992

Dear _________________________

On behalf of  Queen Elizabeth Jr./Sr. High School, the host school for the 1992 Calgary Region Speech Regionals, we thank you sincerely for the personal commitment you have made on behalf of the students who will be competing at this prestigious and worthy event.

To date we have approximately 130 junior and senior students entered in six different categories of speech:  original oratory, impromptu solo acting, duet acting, oral interpretation of prose, and oral interpretation of poetry.  The hours spent securing the 50 or 60 adult judges required by this large registration have been most rewarding, and the tournament organizers are delighted and encouraged to find so many parents, teachers and professionals sincerely interested in this area of personal development for young people.

The Regionals are being held on Saturday, April 11, at:

Queen Elizabeth Jr./Sr. High School, 512 - 18th Street, Calgary
Briefly, the schedule for judges is as follows:





8:15 a.m.

Registration, Briefing in the Library





9:30


Round I





10:30


Round II





11:30


Round III





12:30 - 1:00 P.M. 
Lunch

As your final round finishes, your formal duties are completed.  Please feel free to pick up some lunch in the cafeteria, although judges with afternoon commitments are not obligated to stay.  We will be attempting to contact all judges next week, and you may indicate your lunch plans at that time, so that we can finalize numbers with the caterer.

Briefing:  You will be thoroughly briefed on your judging duties by Mr./Ms. -----------------, who is a speech specialist and former coach.  All inexperienced judges are strongly urged to be in attendance at this briefing, which will be starting at 8:30 a.m. in the Library.

Cancellations:  As you can understand, unexpected cancellations by confirmed judges create very real "headaches" for the tournament organizers.  If you should find that unforeseen circumstances make your attendance impossible, it would be greatly appreciated if you would contact:

Mr. Taco Albrecht  at 283-8434 (school) or 789-5432 (home) 

as soon as possible.

Once again, Thank you  from all the coaches, participants and tournament organizers of the Calgary Region.  Enjoy your day.

Sincerely,

Taco Albrecht

Tournament Organizer
SAMPLE

STUDENT NAMES AND CODES

Junior High

Original Oratory

Solo Acting


Duet Acting

101 Mike Hudema
501 Jillian Frank

601 Diana David/Chris Water

102 Janhabi Nandy
502
Sarah Langhofer
602
Charles Lee/Scott Ible

103 Nikki Neufeld

503 Nikki Thompson
603 Rod Jeremy/Tim Uppal

104 Jenny Dryborough
504
Rozanne Dumah
604 Nella Taylor/Laurie Sommes

105 Jennifer Meer

505 Randy Lewis

605 Lara Wule/Rania Rustom

106 Sam George

506 Geordy York

107 Kate Williams

108 Cathy Paquette
Impromptu

Oral Interp. of Poetry

Oral Interp. of Prose

201 Cassidy Linttot
301 Rehaba Choudary

401 Daphne Munroe

202 Ken Smith

302 Sarah Vance


402 Joe McNamara

203 Lee Greschuk

303 Cathy Sams


403 Erin Pringle

204 Bill Doyle

304
Lilly Chow


404 Sonja Jones

205 Sean Day

305  Neil O'Hara


405 Suzy Dsfoenik

206 John Novak

406 Grant Kolody


407 Cathy Webb

SAMPLE JUNIOR HIGH DRAW

(Participants in Impromptu are to proceed to the Library at the start of each Round.)

IMPROMPTU

ROUND 1




ROUND II



ROUND III

Room 105




Room 206



Room 204

207






206



204

201






203



202

202






204



206

203






205



201

204






207



203

205






201



205

206






202



207

DUET ACTING

ROUND I





ROUND II


ROUND III

Room 204




Room 209



Room 206

604






650  *




602

601






603




603

602






602




650

603






601




604

650






604




601




(*#650 is a senior high participant)

ORIGINAL ORATORY

ROUND I





ROUND II


ROUND III

Room 206




Room 105



Room 105

112






110



103

101






109



107

102






108



111

105






102



112

106






101



102

111






112



109

ROUND I




ROUND II



ROUND III

Room 209




Room 204



Room 209

103






106



104

104






111



105

107






105



106

108






107



101

109






104



108    

110






103



110
SAMPLE  FINAL RESULTS

A.D.S.A. Speech Regionals

JUNIOR CATEGORY

Original Oratory





Impromptu
1.
Cathy Hamm

Ellerslie*

1.
Ward McCoy

Eleanor Hall *

2.
Denise Matheson
S.C.A. *

2.
Chris Aiken

Westlock *

3.
Teresa Johnson
S.C.A. *

3.
Lorraine Oleski
Eleanor Hall *

4.
Sandhya Aheer
Ellerslie *

4.
Debbie Ebeling
Westlock 

5.
Nicole Round

Eleanor Hall *

5.
Todd Maksim

Ellerslie

6.
Tracy Cox  

S.C.A. (unable to advance) 6.
David Timm

Ellerslie

7.
Dawne Seminiuk
Westlock *

7
Shawna Fennel
J. E. Lapointe

8.
Ada Bowen

Hardisty

8.
MarkKeller

Westlock

9.
Michael Kuntz

Ellerslie

9.
Tyson Foerster
Ellerslie

10.
Melody Roy

Hardisty

10.
Harry Dhinsa

Ellerslie

11.
Jonathan Tupper
Hardisty



12.
Julia Gibbs

Ellerslie

13.
Greg Duguid

Hardistry



Solo Acting
14.
Linda Boonstra
Ellerslie

1.
Tony McIntosh
Westmount  *

15.
Gurdeep Bhavra
Hardisty

2.
Sherrill Ross

Westlock *

16.
Michelle Lo

Hardisty

3.
Tina Anderson
Westlock *

17.
Jody Musat

Ellerslie

4.
Karen Hunt

Westmount *

18.
Denis Purcell

Ellerslie

5.
Christine Hamm
Ellerslie *








6.
Rena Rachar

Ellerslie








7.
Diane Paul

Westmount

Duet Acting




8.
Tara Megley

Ellerslie

1.
Jane Jones/Gloria Ho Westmount *

9.
Shawna Kippips
Ellerslie

2.
Sandi  Chung/Gail DayJ. E. Lapointe *
10.
Stacy Pilon

Westlock

3.
Debbie Clough/Lynn O'hara
Westlock
11.
Mary Ashton

Westlock

4.
Tracy George/Melanie Ray
S.C.A.

5.
Carol Bowen/Nicole Gable
Ellerslie

6.
Mary Brown/ Ann Foster
Hardisty

Oral Interp. of Prose








1.
Vicki McPhee

Ellerslie *








2.
Jana Knott

Eleanor Hall *

Oral Interp. of Poetry



3.
Monica Thomas
Eleanor Hall *

1.
Sheena Coulter
Ellerslie *

4.
Mhairi Mullen

Ellerslie *

2.
Kerry Copithorne
Ellerslie *

5.
Nicole Restau

Ellerslie *

3.
Neelam Patel

Ellerslie *

6.
Phyllis Schellert
Ellerslie *

4.
Monica Peel

Ellerslie

7.
Kellee Farrell

Ellerslie

5.
Sonia Sihota

Ellerslie

8.
Laura deChamplain
Eleanor Hall

6.
Luke Hincz

Westmount

9.
Kelley Matthews
Ellerslie

7.
Fatima Dharsee
Ellerslie

10.
Pam Christ

S.C.A.

8.
Natalie LaMarche
Ellerslie

11.
Pui Kwan

Westmount

9.
Dan Morris

S.C.A.


12.
Georgette Sargent
Ellerslie

10.
Brian Ressler

Ellerslie

13.
Allan McCullough
J. E. Lapointe

11.
Tara Benoit

Ellerslie

14.
Heather McGillivray
Ellerslie

12.
Sara Suddaby

Westmount

15.
Harjinder Deol
Ellerslie








16. 
Rade Mladenov
Westmount








17.
Pam Banyard

Ellerslie

• = Advancing to Provincials





SAMPLE

SPEECH

CHAIRPERSONS/TIMER SCRIPT

Instructions


- List names of judges



- Remind judges of colour of ballots



- Have students list name and code number on board in order of 


   
   presentation.


- Carefully time the student and put time used on blackboard at 

         completion. (Speaker may finish sentence after “Stop” is exhibited)


- Allow judges time to complete ballots before introducing next

              speaker.

Ready to Begin - - Say . . .
Welcome to the Speech Tournament.

“Our judges for this event are:”
1.









4.

2.









5.

3.









We are ready for Round # _____of______







The students competing are, in order of speaking:
1.









5.







2.









6.







3.









7.







4.









8.



"I now introduce
our first (1st) speaker ______________________________





      second (2nd) speaker __________________________

(introduce each by name)

After final speaker  . . . . . say . . . . .

"I now invite our judges  to make constructive, brief comments."

Directions






-
Collect all ballots






-
Check that all areas are scored






-
Check for Judges' signature






-
Proceed to statistician






-
Return to thank judges and wait for Round II
Information

Maximum time for the six (6) categories - (there is no minimum)




1.
Oral Interpretation of Poetry

=

7 minutes




2.
Oral Interpretation of Prose

=

7 minutes




3.
Original Oratory



=

7 minutes




4.
Impromptu




=

5 minutes

(5 minute preparation time)

(Speakers remain in room after speech has been given)




5.
Solo Acting




=

8 minutes




6.
Duet Acting




= 

12 minutes

SAMPLE "THANK YOU LETTER"

Dear 

We wish to extend our sincere thanks to you for taking the time to come out and adjudicate for us at our recent Speech. . . . . . . . .(Invitational, Regional, and/or Provincial, etc.) tournament.

It is with the assistance of volunteers such as yourself that these students learn and further develop their speaking/acting skills.

We realize that adjudicators like to know the outcome of their efforts and we have, therefore, taken this opportunity to enclose a copy of the finals results for your benefit.

Once again, we of                          (host school), the students, coaches, and A.D.S.A. wish to express our sincere appreciation to you for judging at this event.

Yours truly,

Title,

Host School
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















School







Participant Names







               Class







    Code # Fee Paid







Old Scona







Ross Sheppar







d







Peter Kuebel - Coach







-







   -















Donna Sacluti







Pr







ose







    1003















Salisbury







Jocelyn Rogers







Solo Act.   1102















Composite







Eileen Brulotte - Coach







-







   -















Peter Phoa







Duet







    1202















Ar







chbishop







Br







ett Kimak







Duet







    1202















MacDonald







Salima Alidina







Impr







omp







803















Sherri Dewar - Coach







-







   -















Strathcona







T







ony Alves







Orig.Orat







702















Christian







Kelly Bodie







Solo Act







    1103















Academy







Danny Jones







Pr







ose







    1004















Lois W







esterlund - Coach







-







   -















Ar







chbishop







Y







vonne Roppo







Poetry







903















O'Leary







Mirjana Medved







Orig.Orat







703















Patricia Evans







Poetry







901        















Jennifer Jor







dan







Orig.Orat







701















James Anderson







Orig.Orat







720















Donna Eberling







Solo Act







     1102















Frances Page







Pr







ose







     1001















Jim Scott







Impr







omp







801















Rick Pawluk - Coach







-







   -















Andr







ew Haynes







Impr







omp







802















Mike Fisher







Duet







    1201















Colleen Dockstader







Duet







    1201















Michelle Shewchuk







Pr







ose







    1002















Salima Sharif







f







Poetry







902















Jocelyn Rogers







Solo åct     1101















Ken Ertman







Poetry







902















John Jones







Impr







omp







804















Mar







c Gilbeault







Pr







ose







    1005















Rob Fata







Pr







ose







    1006















Dan  Smythe







Orig.Orat







704















Mrs. Bragaglia - Coach







-







   -




















