Signage tasks
1. Science Building Large Posters 
Make/ Deliver/Remove Signs for Science Building (large posters listing all events in that building and direction arrows to specific events)

	
	9:00-10:00
	10:10-11:10
	11:20-12:20
	12:30-1:30
	1:40-2:40
	2:50-3:50

	A133
	Don’t Bug me – Div B
	Don’t Bug me- Div. B
	
	Rocks and Minerals- Div B
	Rocks and Minerals- Div B
	

	A134
	Tower Building- Div. C

	
	
	
	
	
	
	

	
	
	
	
	
	
	


1) Create a poster that shows the times and rooms for all events in that building. 

2) See example above. (This one is not correct!)  The poster should be large (22” wide x 30”high is ideal) and easy to read.  

3) Make a poster for each building entrance (4 entrances).
4) Prior to the day of the competition, go to LTU and locate the rooms used in the building.  Any that might be at all difficult to find (remember, these students will be stressed and in a rush that day) will require additional arrows.

5) Make up arrows and additional direction signs for those rooms which might require some additional direction.

6) The week before the competition, deliver posters to Robin Leclerc (248.204.2203 or rleclerc@ltu.edu). Her team will post the signage. 
7) After 3:50 p.m., go through the building and remove the signs

2. Engineering Building Large Posters

Make/ Deliver/Remove Signs in Engineering (large posters listing all events in that building and direction arrows to specific events)-

	
	9:00-10:00
	10:10-11:10
	11:20-12:20
	12:30-1:30
	1:40-2:40
	2:50-3:50

	A133
	Don’t Bug me – Div B
	Don’t Bug me- Div. B
	
	Rocks and Minerals- Div B
	Rocks and Minerals- Div B
	

	A134
	Tower Building- Div. C

	
	
	
	
	
	
	

	
	
	
	
	
	
	


8) Create a poster that shows the times and rooms for all events in that building. 

9) See example above. (This one is not correct!)  The poster should be large (22” wide x 30”high is ideal) and easy to read.  

10) Make a poster for each building entrance (4 entrances).
11) Prior to the day of the competition, go to LTU and locate the rooms used in the building.  Any that might be at all difficult to find (remember, these students will be stressed and in a rush that day) will require additional arrows.

12) Make up arrows and additional direction signs for those rooms which might require some additional direction.

13) The week before the competition, deliver posters to Robin Leclerc (248.204.2203 or rleclerc@ltu.edu). Her team will post the signage. 

14) After 3:50 p.m., go through the building and remove the signs
3. Management Building and Gym Large Posters

Make/ Deliver/Remove Signs for Management and Gym Buildings (large posters listing all events in that building and direction arrows to specific events)

	
	9:00-10:00
	10:10-11:10
	11:20-12:20
	12:30-1:30
	1:40-2:40
	2:50-3:50

	A133
	Don’t Bug me – Div B- S group
	Don’t Bug me- Div. B- O Group
	
	Rocks and Minerals- Div B- S group
	Rocks and Minerals- Div B.- O group
	

	A134
	Tower Building- Div. C

	
	
	
	
	
	
	

	
	
	
	
	
	
	


15) Create a poster that shows the times and rooms for all events in that building. 

16) See example above. (This one is not correct!)  The poster should be large (22” wide x 30”high is ideal) and easy to read.  

17) Make a poster for each building entrance. (Gymnasium – one entrance, Management Building – four entrances)
18) Prior to the day of the competition, go to LTU and locate the rooms used in the building.  Any that might be at all difficult to find (remember, these students will be stressed and in a rush that day) will require additional arrows.

19) Make up arrows and additional direction signs for those rooms which might require some additional direction.

20) The week before the competition, deliver posters to Robin Leclerc (248.204.2203 or rleclerc@ltu.edu). Her team will post the signage. 

21) After 3:50 p.m., go through the building and remove the signs

4. Architecture and Technology Buildings Large Posters, Event, and Team Room Signs 

Make/ Deliver/Post/Remove Signs for Architecture and Technology Buildings (large posters listing all events in that building and direction arrows to specific events, event room signs and team room signs)

	
	9:00-10:00
	10:10-11:10
	11:20-12:20
	12:30-1:30
	1:40-2:40
	2:50-3:50

	A133
	Don’t Bug me – Div B- S group
	Don’t Bug me- Div. B- O Group
	
	Rocks and Minerals- Div B- S group
	Rocks and Minerals- Div B.- O group
	

	A134
	Tower Building- Div. C

	
	
	
	
	
	
	

	
	
	
	
	
	
	


22) Create a poster that shows the times and rooms for all events in that building. 

23) See example above. (This one is not correct!)  The poster should be large (22” wide x 30”high is ideal) and easy to read.  

24) Make a poster for each building entrance. (4 entrances)
25) Prior to the day of the competition, go to LTU and locate the rooms used in the building.  Any that might be at all difficult to find (remember, these students will be stressed and in a rush that day) will require additional arrows.

26) Make up arrows and additional direction signs for those rooms which might require some additional direction.

27) The week before the competition, deliver posters to Robin Leclerc (248.204.2203 or rleclerc@ltu.edu). Her team will put them up. 

28) Create 8.5” x 11” signs for event rooms that will be in your building. A list of events and rooms will be posted on the website when available.  Please include the name of the event and the room number on the sign.
29) Create 8.5” x 11” signs for team rooms that will be in your building.   Please include  the name of the team and the room number on the sign.

30) The morning of the competition, have team room and event room signs and the arrows and directions posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.
31) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.

32) After 3:50 p.m., go through the building and remove the signs

5. Event signs for Science Building

 Making/ Posting / Removing Event Signs in Science Building – 
33) Create 81/2” x 11” signs for each event that will be in your building.  A list of events and rooms will be listed on the website when available.  Please include the name of the event and the room number on the sign.

34) The morning of the competition, have signs posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.

35) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.
36) After 3:50 p.m., remove signs.
6. Event Signs for Engineering 

Making/ Posting / Removing Event Signs in Engineering Building –
37) Create 81/2” x 11” signs for each event that will be in your building.  A list of events and rooms will be listed on the website when available.  Please include the name of the event and the room number on the sign.

38) The morning of the competition, have signs posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.

39) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.
40) After 3:50 p.m., remove signs.
7. Event Signs for Management and Gym Buildings

Making/ Posting / Removing Event Signs in Management and Gym Buildings –
41) Create 81/2” x 11” signs for each event that will be in your building.  A list of events and rooms will be listed on the website when available.  Please include the name of the event and the room number on the sign.

42) The morning of the competition, have signs posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.

43) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.
44) After 3:50 p.m., remove signs.
8. Team room signs in Science Building

Making/ Posting / Removing Team Room Signs in Science Building –
45) Create 81/2” x 11” signs for each team that will be in your building.  Please include the name of the team and the room number on the sign.

46) The morning of the competition, have signs posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.

47) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.
48) After 3:50 p.m., remove signs.
9. Team room signs in Engineering Building
Making/ Posting / Removing Team Room Signs in Engineering Building –
49) Create 81/2” x 11” signs for each team that will be in your building.  Please include the name of the team and the room number on the sign.

50) The morning of the competition, have signs posted by 7:30 a.m. Important: Please use quick release tape to stick the signs up.
51) As you go around posting signs, check that the doors are unlocked.  If they are not, please make a list and call Randa Seifeldin at (248) 505-4730 ASAP.
52) After 3:50 p.m., remove signs.
10.   Outdoor Direction Signs
53) Obtain nice looking, large, printed signs reading:

(a) Help Desk (5)

(b) Registration

(c) Scoring

54) Check with the regional director to see if any of these are available from previous years.

55) Post these on the day of the competition by 6:30 a.m.
56) Collect these signs by 3:50 p.m. and hand in to the regional directors

57) Obtain nice looking, large, printed signs that can be placed in the ground with arrow reading:

(a) Science Olympiad (10)

58) Check with the regional director to see if any of these are available from previous years.

59) Post these on the day of the competition on campus by 6:30 a.m. showing the directions to the tournament area from each of the major entrances to the university.

60) Collect these signs by 4:30 p.m. and hand in to the regional directors

Registration Tasks

11. Create Event Packets
61) Obtain large envelopes.  Label each with the name of the event, the division, the time of the event, the room the event is held in and the school or individual who is sponsoring the event.

62) In each envelope, place a score sheet, 1 judge’s ribbon as well as a scoring instruction sheet.  All three of these things can be obtained from Susan Wardle.  

63) Bring the event packets to the registration room by 7:00 a.m. on the morning of the competition. 
12. Hospitality

64) Obtain and set-up refreshments for coaches on the day of the competition. We will need approximately:

(a) 1 case of water

(b) 1 case diet cola

(c) 1 case cola

(d) 1 case other type of soda

(e)  3 or 4 bags of snack food (different types)

(f)  2 different types of cookies 

13. Registration Middle School (creating packets and running)
65) Prior to the competition, obtain:
(a) Large envelopes that can be labeled and stuffed for each team
(b) Participation certificates from individual creating certificates.
(c) 2 coaches participation certificates from individual creating certificates.
(d) Armbands.  You will need to purchase these.  You will want to coordinate this with the other school running the other registration.  Check with regional director after Jan 1st to determine the number of arm bands needed
(e) Trash bags
(f) Campus map (available on our website)
(g) Coaches’ appeal form.  

66) In each competing teams envelope, please put:
(a) 15 participation certificates
(b) 1 coach participation certificate
(c) 15 of the armbands
(d) Coaches’ appeal form.
(e) 15 campus maps
(f) Two trash bags

67) In each alternate teams envelope, please put:
(a) 15 participation certificates
(b) 1 coach participation certificate
(c) 15 campus maps
(d) Coaches’ appeal form
(e) Two trash bags
68) On the day of the competition, be in the registration room to set up by 7:15 a.m.  Registration will begin at 7:30 a.m.  Hand out packets and let the regional director know of any teams not registered by 8:45 a.m.  
69) On the day of the competition, give teams their packet and do the following:
(a) Ask if they need any additional coach participation certificates.  
(b) Ask if they need any additional student participation certificates.

(c) Hand them their event envelope (these will be made up as a separate task)
(d) Collect registration sheet that shows their 15 team members for each team
(e) Ask the team representative to write down any last minute changes that are posted in the registration room. 

14. Registration High School (creating packets and running)

70) Prior to the competition, obtain:
(a) Large envelopes that can be labeled and stuffed for each team
(b) Participation certificates from individual creating certificates.
(c) 2 coaches participation certificates from individual creating certificates.
(d) Armbands.  You will need to purchase these.  You will want to coordinate this with the other school running the other registration.  Check with regional director after Jan 1st to determine the number of arm bands needed
(e) trash bags
(f) campus map (available on our  website)
(g) coaches appeal form.  
71) In each competing teams envelope, please put:
(a) 15 participation certificates
(b) 1 coach participation certificate
(c) 15 of the armbands
(d) Coaches’ appeal form.
(e) 15 campus maps
(f) Two trash bags
72) In each alternate teams envelope, please put:
(a) 15 participation certificates
(b) 1 coach participation certificate
(c) 15 campus maps
(d) Coaches’ appeal form
(e) Two trash bags
73) On the day of the competition, be in the registration room to set up by 7:15.  Registration will begin at 7:30.  Hand out packets and let the regional director know of any teams not registered by 8:45.  
74) On the day of the competition, give teams their packet and do the following:
(a) Ask if they need any additional coach participation certificates.  
(b) Ask if they need any additional student participation certificates?
(c) Hand them their event envelope (These are being made up as a separate task)
(d) Collect registration sheet that shows their 15 team members for each team
(e) Ask the team representative to write down any last minute changes that are posted in the registration room.

Help Tasks
15.  2 Adult Runners

Provide 2 adult “Runners” to help with making room change signs, checking on last minute stuff in the morning (from one hour before check-in to one hour after first event starts).

75) Please send your two adult runners to the registration room by 6:30 and have them plan on staying until 9:30.  They will need to stay during this entire period.  

16. Help Desk

Running a help desk for a specified slot of time in one of the main competition buildings.

76) Before your shift, stop by the registration room to update yourself on any room changes, cancellations or other information that may pertain to that day.  

77) For the help desks, please show up about 10 minutes before your shift so that you can find staircases, elevators, look for any rooms that might be hard to find, etc.

78) Bring with you:  

(a) Map of your building with used rooms highlighted. (maps are on our website)

(b) Schedule with room numbers for both B and C.  

(c) List of team rooms for both B and C

(d) Map of LTU (available from the regional website)

79) Mainly, you will just be helping folks get where they are going and answering general questions like:

(a) Where is the __________ building?

(b) Where is this team’s room?

(c) Where is this event?

(d) Where can I impound this event?

(e) Where do I turn scores in?

(f) Where and when is the awards ceremony?

80) Shifts available are:

	
	Management
	Science
	Engineering 
	Architecture

	7:00-9:00 a.m.
(Pre-competition)
	
	
	
	

	9:00 a.m.-12:25 p.m.
(1st 3 blocks)
	
	
	
	

	12:25-3:50 p.m.
(2nd 3 blocks)
	
	
	
	


Room Check Tasks
17. Room Check- Science – Event Rooms 

81) Check all event rooms in this building by 6:45 a.m. 
82) Determine what arrangement they are in prior to teams arriving.  
83) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  
84) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved.  

18. Room Check – Science – Team Rooms 

85) Check all team rooms in this building by 6:45 a.m. 

86) Determine what arrangement they are in prior to teams arriving.  

87) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  

88) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved.  

19. Room Check – Engineering – Event Rooms

89) Check all event rooms in this building by 6:45 a.m. 

90) Determine what arrangement they are in prior to teams arriving.  

91) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  

92) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved.  

20. Room Check – Engineering – Team Rooms 

93) Check all event rooms in this building by 6:45 a.m. 

94) Determine what arrangement they are in prior to teams arriving.  

95) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  

96) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved.  

21. Room Check – Architecture and Technology

97) Check all rooms involved in our competition in this building by 6:45 a.m. 

98) Determine what arrangement they are in prior to teams arriving.  

99) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  

100) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved.  

22. Room Check – Management

101) Check all rooms involved in our competition in this building by 6:45 a.m.

102) Determine what arrangement they are in prior to teams arriving.  

103) Check the rooms between 4:30-5:00 p.m. to be sure that the rooms were cleaned up and returned to their original arrangement.  

104) Contact Susan Wardle or Randa Seifeldin with any problem before 5:15 p.m. when awards start so Susan or Randa can speak with the coaches involved. 
Awards Ceremony Tasks

23. Making awards and certificates:

105) Obtain some nice certificate looking paper from Staples or Office Depot.

106) Create participation certificates for both the students and coaches.  You can use previous year’s as examples or e-mail a regional director for examples.

107) Make copies.  Check with the regional director after Jan 1st to get a number of copies needed.    

108) Contact those running registration.  You will need to get the copies to the folks running middle school and high school registration.  

24. Awards Ceremony set-up:

109) For the set-up for the awards ceremony please contact 12 coaches and see if they would be willing to help hand out medals at the ceremony.  The regional director can send out an email for you. If you can not get volunteers, your school will need to have parents come and distribute the medals.  
110) On the day of the competition, collect the medals and trophies from the regional directors.  
111) Between 4:00 and 4:30 p.m. on the day of the competition, set up the awards on the folding tables in the gym (medals and trophies).  The regional directors can provide a description of how to place the medals and ribbons.

25. Pre-awards activity – Oakview 
112) This task involves preparing and running an activity or presentation that will run from 4:15-5:15 p.m. in the Fieldhouse to keep those students who are waiting for awards occupied and entertained.  
113) This activity must be approved by Susan Wardle and Randa Seifeldin.  Last year, Oakview did a fantastic job with a DJ, banner decorating contest and large Science Olympiad crosswords.     

26. Chaperoning Students at the Fieldhouse
114) A team or 2 – 4 adults to police the entrance to the Fieldhouse. Make sure the students are at the pre-award ceremony event and not wandering around the building and elsewhere where they should not be.
27. AV for Awards

115) Bring AV equipment for awards ceremony and run during ceremony.  
116) We will need a PowerPoint presentation made of the results during the day.  This will then need to be brought out on a laptop computer and projected onto the wall during the ceremony.  
117) We also need speakers and a microphone for the announcers to use during the ceremony.  

Administrative Tasks
28. Scoring Volunteer

118) Please send your two scoring volunteers to the registration room from 2:30–4:30.
29. Scoring Director

119) Create scoresheet to be used by all regional teams when scoring.  
120) Get scoresheet to folks running registration before the day of the competition.
121) Keep track of all scores as they come in.
122) Create final score spreadsheet and have available to distribute to coaches (through e-mail the next day is fine).
123) Create reading lists to give to speakers at awards ceremony.

30. Website 
Run and maintain Oakland counties regional website.  Post and update information as needed.

31. Treasurer
To collect regional registration fees, handle reimbursements and maintain accurate record keeping for our region.  

