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Hosting a middle school festival is a wonderful way to give middle school students an opportunity to experience speaking and acting events in a positive and fun environment, as well as a chance to make some money for your program.  Hosting a festival is a great alternative to a tournament if you want to keep the day shorter and not have to order hundreds of trophies!  The information in this packet includes a step-by-step guide and explanation of everything you will need in order to prepare, sample forms and ballots, and other suggestions to keep the day running smoothly.  Good luck!
Getting started… A step-by-step guide:

1. Set a date for the festival as early as possible (at least three months ahead of time to avoid conflicting school events) and be sure to reserve the date on your master school calendar.  It is also a good idea to avoid festival weekends near long breaks (Thanksgiving, Christmas, spring break, etc.)

2. Generate a list of schools in your area to invite and let the coaches know the date well in advance so they can plan on attending. 
3. Student and parent support is a must for an effective festival.  Make contact early and establish good relationships with potential judges and volunteers.

4. Plan the festival schedule.  Each section should last for at least an hour and be sure to allow extra time in between the last section and the awards ceremony for tabulation purposes.  When scheduling events, try to avoid scheduling similar events in the same section- you want students to be able to enter as many events as possible in their area.  For example, avoid scheduling extemp, oratory, and debate OR solo improv, group improv, and humorous all together where a student can only enter up to two events per section.  

5. Establish your rules for each event.  It is best to maintain rules, time limits, etc. that students are used to abiding by from other tournaments and festivals.

6.  Send out invitations to schools.  You will typically have about half of the schools you invite attend, so plan on sending out double the number of invitations as you would like to have.  In the invitation, include a cover letter with your contact information, schedule, event rules, fees, and entry forms.  

7. Discuss the festival with your students and have them take home a letter to their parents detailing what you need by way of help to host the festival.  Describe donations needed, deadline to bring donations in, and jobs the students will be expected to do.  Include volunteer/donation and judge request forms.  Give out lots of these!!!  Recruit!!!

8. Order ribbons and trophies.  Plan on having at least three sweepstakes trophies (more if you have two divisions).  It is also a good idea to have a sportsmanship trophy to encourage good behavior and team spirit.  With ribbons, the more you order the cheaper they usually are, so order a bunch and use the extras in the coming years. 

9. Food! (The toughest part of festival preparation!) Provide food and drink for both the judges’ and coaches’ lounges.  You may purchase items and have volunteers prepare them or have the food catered.  (It’s cheapest to have the food/drink donated and prepared by volunteers, but easier to have someone else take care of it!)


Concession stand:  Students will want to purchase breakfast, snack, and lunch items.  Be prepared to sell doughnuts, chips, candy, pizza, and soda at a minimum.  Post the prices on a big sign for all to see!  Call around to various doughnut and pizza shops for the best deal they’ll give you.  For pizza, it may be best to have two deliveries made (many students eat early and others eat later, depending on when their events are over).  It is possible and very popular to keep prices low- you’ll still make money, especially if you receive a lot of donations.  Buy other food items in bulk.  Check with your cafeteria manager for helpful advice on how much food to order/purchase.  Note: Have your student workers bring in their own food to share while they work- bags of chips, cookies, etc.  (You may order pizza for them, though- maybe they’ll work harder!)
10. Select classrooms to use.  Be cautious when assigning events to rooms- for example, some events like lip sync or group improv need more space so try and find a bigger performance area for those events.  Debate, on the other hand, doesn’t need much room.  Also, keep noisy events further away from quiet events.  (Once again, lip sync vs. debate!)  Let the teachers know you would like to use their room and assure them students will not be allowed in the room without adult supervision (judge) and if the furniture is moved around it will be put back for them.  Be very gracious!  

11. Create signs for room numbers and directions to post around the school.  You will also want to have warning signs on the classrooms for the students not to enter the room without a judge present or they may be disqualified.

12. Get a list of all your students who will be working and create a schedule for them.  Assign them jobs based on their abilities- you will want intelligent, patient, and mature students working in the tab room (the most important job).  Keep them there all day or work out a rotation system.  

13. Have ballots copied onto colored paper (different color for each event).  Get ballot collection and distribution directions ready.  Also prepare ballot folders or a holder for the coaches (where they will get the completed ballots back).  

14. Prepare extemp and improv topics and place in labeled envelopes.

15. Once you have the schools’ entries, prepare the sectioning.  Try not to have a school competing against their own members if at all possible.  There will be changes due to adds and drops, so be patient and prepared to rework it several times!  Sectioning lists should go in the school folders and posted in the cafeteria for the students to see.

16. Prepare the tab room- you will need paper clips, paper, pens, event areas by section to tally results, a large sweepstakes tally grid to keep track of each schools’ points, and ribbons. 
17. Prepare for the awards ceremony.  Decide on a location and have a table to hold the trophies.  The superior ratings should be announced by event.

18. Keep a master folder for yourself with everything in it, including schedule, participating schools, sectioning, and room list.  Make all changes in your folder and carry it with you everywhere the day of the festival.

19. Prepare the registration table.  Registration should include a folder for the coach and a fee statement- collect the check and write a receipt.  

20. Confirm everything!  (Food, custodians, security, use of cafeteria and classrooms, judges, volunteers, donations, student workers, etc.)

Student worker jobs:


Tab room- One person in charge of each event during that section with one or two other students working with them

1. Ballots come in- check master ballot vs. individual ballots for accuracy

2. Add to tally sheet of points for each school in each event

3. Keep list of superior ratings for each event- student name and school

4. Attach ribbons (except superior) to ballots.

Be sure to have students double check each other on everything they do to avoid mistakes!


Concessions- Minimum of one adult supervising and in charge of money plus two or three students

1. Posters with items and prices

2. Knowledge of delivery times (pizza)

3. Cash box and change

Hospitality- Parent volunteer and one or two students

1. Check and replenish depleting food/drink items in judges’ and coaches’ lounges

Ballot collection and distribution table- Two students in judge’s lounge

1. Have judges sign in for section and event they are judging for

2. Give judges packet with master ballot and ballots for events

3. When ballots are returned, check that master ballot matches individual ballots and that ballots have been completed and signed

4. Take ballots to tab room

Information tables- Several students in various locations

1. Direct contestants to rooms

2. Have maps available

3. Watch for misbehavior and report to director

Runner/Timekeeper- Several students

1. Be available to help when needed

2. Have stopwatch and time for judge if asked

Awards ceremony- Several students

1. Pass out superior ribbons and trophies

Set-up and clean-up: Group of students at each (Friday night before festival and after festival)

1. Set up tables, tape posters up, get tab room ready, post room signs and warning signs, etc.

2. Clean up and tear down afterwards 

