
Judge Checklist 

1. Before the tournament 

a. Check your Tournament Info sheet (it will be emailed to all Parents 3 to 4 weeks prior) 

b. The day before, Google the directions to the high school (check for road closures) 

c. Bring: pens (two colors are nice), two pocket folder, a timing device (phone) legal pad or 

other scratch paper, copy of Event Descriptions. 

d. Arrive on time (otherwise they may drop some of our students) 

 

2. When you arrive at the tournament 

a. Find the Judge Check-in table (the Tournament Info sheet will usually tell you where that 

will be, but if you can’t find it, ask someone)  

b. Wait in the Judge’s Room until you are called to judge. 

c. If you have time, find the Judge’s Lounge. (all day long they will furnish coffee, breakfast, 

lunch, snacks and dinner).  Note: If you like good coffee, bring your own.  Tournament 

coffee is risky business.  

d. Sometimes there will be a Judge Meeting to give general information to the judges. 

 

3. When they announce that ballots are ready make your way to the Ballot Table (probably the 

same table where you checked in).  Find the Ballot Folder with your name on it.  It will have a 

classroom assignment.  Use the map to find that classroom.    

Note: If there is not a folder with your name, don’t worry.  This happens sometimes.  Wait 

around for a few minutes for “pushed ballots.” A “pushed ballot” is folder that was not picked 

up by a judge.  They may want you to take it. Otherwise, go to judges room and relax, or go 

shadow another judge.  

4. At the classroom,  

a. Let the students in (they are not allowed into a classroom without an adult)  

b. Pick a desk that gives you a clear view of the front of the room where the competitors will 

speak (some judges like to sit near the front; some like to sit near the back)  

c. Take attendance by reading of the names of the competitors on your list. 

i. NOTE: your roster might have some students marked as **Double Entry. They will 

need to go first so that they may leave and go to another room to give a second 

performance.  OR…They may be arriving later, because they went to another 

competition first. 

d. Tell the students you need a bit of time to get ready. 

i. Fill out the top of your ballots. Competitor’s names, your name, our ACP school 

code, round number, etc. 

ii. Get out your note pad, time piece, pens, etc. 

iii. Quickly read over the criterion for the competition (find this on the ballot but also 

on the Event Descriptions).   

iv. Address the room.   

o You should tell them your experience level.  It is acceptable to admit to 

them that you are a first time judge or have limited experience.  



o Tell them your expectations or your philosophy of judging (especially for 

debates) i.e. don’t talk too fast, don’t be rude, etc.  These are commonly 

called paradigms.  Don’t be surprised if a competitor asks, “What are your 

paradigms?”  Of course, you could say, “I have none.” 

v.  Begin the competition by reading off the name of the first competitor.  Go in 

“roster order” unless there is a double entry as explained above.  

NOTE: Try to limit the above procedure to 5 minutes.  

5. Judge the competition – Use the criterion on the ballot.  It is a good idea to make notes 

throughout the performances.  During a debate, you can catch up on comments during the “prep 

time.”  During IE performances use the Inverted Triangle technique as you go. 

  

6. After the competition—be sure that all information has been filled out. 

a. Declare a winner? 

b. Assign team speaker points 

c. **Provide useful suggestions for improvement (as well as positive comments) 

d. RFD (Reason for Decision) for debates 

e. Sign the ballot.  

 

7. Return your ballot to the Ballot Table and relax until the next round begins. If there was an issue 

during the competition (tempers, cheating, unethical behavior) report it to the Ballot Table.  This 

is very rare.  Or, if you have any questions that came up regarding how to judge, ask the people 

at the Ballot Table.  They are usually very knowledgeable.  

 

8. Repeat the process through future rounds. 

Other notes: 

 Meals and snacks will be provided for you throughout the day.  They ask that you do not share 

food with the students. 

 Get to know other parents on the team and trade experiences.  Ask what they are learning.  You 

can help train each other. 

 Keep in mind that after many competitors have been eliminated that three judges are needed in 

each room for the “playoffs.”  Therefore, judges are not free to leave until after the final 

championship round. On Saturday, when the last “Finals” round is over, ask the Ballot Table if 

you are free to go.  You do not need to stay for the awards ceremony on Saturday, but you are 

welcome to.  


