DUTIES OF STATE JUDGE COORDINATOR
To be done Month before state conference

· Double check on dates and times when judges are needed from the State Office

· Ensure State Office has Proctors and Administrators for judged contests

· Locate list of former judges

· Call all former judges (start new list of cans and cannots)

· Ask judges who cannot work to recommend others to judge OR
· Start locating more judges (cold calls)

· Coordinate with CTEP Office to send out post cards to possible judges

· Contact State office about contests, which ones have made.

· Need numbers of students entered in contests.

· Make sure about the times and place of contests have not changed

· Remind them to keep you informed of the numbers in contests and contests that do not have any students in them

· Must have experienced judge/s with new judge/s

· Use the same number of judges in contests as national

· Use females and males, try for equality

· Provide CTEP office a list of judges for name badges/certificates

Two weeks before state conference

· Pick up packets for judges from State Office

· Contact judges for where and best time to deliver packets to judges and deliver contests to judges that need to be graded

· Confer with judges as needed to ensure familiarity with the events.  

· Re confirm judges a week before State Conference.

· Continue to locate judges especially when judges need to cancel judging due to problems

Conference duties
· Be early at State Conference to ensure everything is ready for judges
· Check gifts, name tags and grading materials are ready for them
· Try to meet judges as they come in to lunch room or contest site
· Make sure Administrators meet judges and get materials for their contests
· Find out if there is any schedule conflicts
· Check on no show students
· If judges don’t show, must rearrange the judges that do show and/or find replacements.  May have to use fewer judges in certain contests that have lower amount of students in them.
· Work closely with everyone in Headquarters.  
· Continue to check contests and ask how things are going, if on time, problems, etc?
· Troubleshoot
· Provide database of Judges with addresses to CTEP Office
