Quiz Bowl


Preparation timeline for host school





Recommendations from West Lafayette High School





(for Quiz Bowl held in mid-late April)

Start of school year
Consider having students and parents fill out a volunteer information sheet indicating whether they would like to help with Quiz Bowl.  If you have other community/school-wide events for which you need volunteers, consider including them on this form.  This has been very helpful when recruiting volunteers!  We gathered names and E-mail addresses.


Work with administration to pin down a date.  It’s also important to coordinate with the folks who are in charge of the auditorium, gymnasium, and cafeteria as you will need these areas for the event.  Initial contact with head of custodial staff.

Late December/
Initial contact with schools via E-mail.  At this point, we

Early January
 would provide the date and time of Quiz Bowl, along with the initial registration form.  We would also ask for teacher volunteers to be the language coordinator.  It’s easiest for those folks to come from your school, but not required.  The language coordinator is in charge of running the Judge’s meeting and answering language-specific questions from the various schools.


We would also schedule a meeting at our school to give teachers the opportunity to come together, familiarize themselves with the facilities, and ask any questions.  We would provide time for individual languages to get together to discuss any particular needs they may have regarding the question banks, etc.

January – February
Division of responsibilities among staff.  A meeting should be scheduled for the whole department in which responsibilities are divided up.  The various categories of responsibility include:

1.  Registration—This person will receive and process the initial and final registrations from schools, deposit money, and keep records on Excel regarding the budget, team names, judges, etc.  This person will have to work closely with the room assignment coordinator and should be able to pass along relevant information to each person.  This person would normally be your overall Quiz Bowl coordinator.

2. Room assignment coordinator—This person will assign judges and teams to respective rooms within the school.  Notifying staff of the date and the possibility of their room being used early on is a good idea, even before the room assignments are finalized.  As registrations come in, this person will calculate the number of rooms needed and will oversee the collection and distribution of materials needed in the rooms, i.e.—markerboards, markers, erasers, etc.  Signage around the school can be handled by this person.

3. Volunteer coordinator—This person will schedule the various adult and student volunteers into the areas and time slots where needed.  

4. Registration table coordinator—This person will make sure that all materials are in envelopes and ready for judges as they arrive.  This involves working with the registration coordinator and those who will be providing the final questions to make sure that the packets are accurate and include all the name tags, scoresheets, maps, room assignments, and questions.

5. Talent show coordinator—This person will work closely with the auditorium director to make sure that sound and lighting and staging are in order and will communicate to talent show acts the order in which they are to perform, where they are to report backstage, etc.  An emcee will be required.     

6. Ice cream social (other food event)—This person will be responsible for making sure whatever food is served is purchased and ready to serve.  We used various student and adult volunteers to coordinate this, once we had an estimate of the number of people attending.  (You will only ever be able to estimate since some teams/members don’t show.)  If you do some sort of mixer or contest during arrival and judges’ meeting, this person can be in charge of that, as well.

7. Awards—Someone will be in charge of ordering and picking up ribbons and trophies and setting this up on stage.  We worked with Awards Unlimited (Union Street in Lafayette) and they have records of what we bought in the past.  That might streamline the process.  Treat bags at end of talent show?

8. Scorer’s room—It is best to have three – four people in the scorer’s room, each with his/her own computer using the provided Excel scoresheet to keep track of the scores as they come in.  This can be a computer lab or a classroom using laptops, but should be very accessible to student proctors running scoresheets there during the competition.

Early – mid February
Quiz Bowl meeting for all participating teachers at your school.

February
Process initial registrations, deposit money into appropriate account, keep information in relevant Worksheet in Excel.

Late Feb / early March
Send out final registration forms requesting specific information about teams.  As this information arrives, begin coordinating and collaborating on room assignments, judging responsibilities, etc.

March
Make sure that any editing of question banks is completed and ascertain who will be randomly selecting the questions.

Before Spring Break
Begin serious recruiting of parent and student volunteers.

Early April
Finalize team room assignments, order ribbons and trophies, calculate supplies needed, begin assigning volunteers.

About two weeks
Have a small group of COMPETENT students prepare the signage for the event, 

before QB


About a week 
Final checklist with all areas.  Communicate with schools

before QB
providing as much information as possible regarding judging assignments, team room assignments, proctor assignments, parking, schedule, etc.  This REALLY helps smooth things at the registration table.


Make sure scoresheets and packets are finished.

Day of Quiz Bowl
Put out fires, run around like crazy, have fun!


