STAR

Family, Career and Community
Leaders of America

2008 - 2009
STAR Events

Management
Manual



2008-2009 STAR Events Management Manual

The 2008-2009 STAR Events Management Manual has been updated and is posted to the
State Adviser’s section of the national website at www.fcclainc.org.

The Management Manual follows the guidelines and criteria of the current STAR Events

Manual. Please be sure to use this manual when you are conducting local and state level
STAR Events.

Please email Edie Doane at edoane@fcclainc.org if you have any questions or if you have
a problem accessing the Management Manual online. Thank you.
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Introduction to STAR Events

STAR Events are competitive events for FCCLA members designed to recognize individuals and chapters
for their proficiency and achievement in chapter and individual projects, leadership skills, and career
preparation. STAR stands for Students Taking Action with Recognition.

One of the goals of STAR Events is to provide meaningful opportunities for participation in the areas of
personal growth, family life, career preparation, and community involvement. Each event is designed to help
members develop specific career and lifetime skills in planning, goal setting, decision making,
communication techniques, and leadership. Members do more than just enter an event; they are involved in
their own evaluation and in the evaluation of the overall event. Many members also help plan, conduct, and
evaluate the events by serving as room consultants and evaluators.

Adults also play an important role in the management of STAR Events. They are placed in key positions
when the management of the events requires the knowledge and expertise that comes from their on-the-job
experience. Adults serve as event lead coordinators, assistant event lead coordinators, event lead
consultants, assistant event lead consultants, event room consultants, and event evaluators.

Throughout the events, cooperation and teamwork is stressed in positive and constructive ways. Providing
each person the opportunity to work in youth/adult teams fosters cooperation and respect between youth and
adults. The belief that youth are capable of assuming important roles is essential to the success of
this system.

STAR Events evaluation and recognition procedures were developed around the belief that all participants
are winners. For this reason, participants are evaluated against a set of standard criteria rather than against
other participants. This evaluation process employs a point system that allows participants to earn a gold,
silver, or bronze achievement level. All participants are honored on stage and presented with a gold, silver,
or bronze medal at a STAR Events Recognition Session. All participants will also receive a certificate of
participation to commemorate their achievement.

STAR Events currently includes the following competitive events:

Applied Technology — an individual or team event, recognizes participants who develop a project using
technology that addresses a concern related to Family and Consumer Sciences and/or related occupations
and integrates and applies content from academic subjects.

Career Investigation — an individual event, recognizes participants for their ability to perform self-
assessments, research and explore a career, set career goals, create a plan for achieving goals, and
describe the relationship of Family and Consumer Sciences coursework to the selected career.

Chapter Service Project (Display and Manual) — a team event, recognizes chapters that develop and
implement an in-depth service project that makes a worthwhile contribution to families, schools, and
communities. Students must use Family and Consumer Sciences content and skills to address and take
action on a community need.

Chapter Showcase (Display and Manual) — a team event, recognizes chapters that develop and implement
a well-balanced program of work and promote FCCLA and Family and Consumer Sciences and/or related
occupations and skills to the community.

Culinary Arts — a team event, recognizes participants enrolled in occupational culinary arts/food service
training programs for their ability to work as members of a team to produce a quality meal using industrial
culinary arts/food service techniques and equipment.

Early Childhood — an individual event, recognizes participants who demonstrate their ability to use
knowledge and skills gained from their enroliment in an occupational early childhood program. Participants
must prepare a portfolio and a resource container. On site, participants must plan and present to evaluators
an activity related to the theme in response to a case study provided during the event and an oral
presentation describing the activity.
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Entrepreneurship — an individual or team event, recognizes participants who develop a plan for a small
business using Family and Consumer Sciences skills and sound business practices. Participants are
evaluated on the business plan and an oral presentation and are not required to have implemented the plan.
The business must relate to an area of Family and Consumer Sciences education or related occupations.

Fashion Construction- an individual event that recognizes participants who apply fashion construction skills
learned in Family and Consumer Sciences courses to create a display using samples of their skills.

Focus on Children — an individual or team event, recognizes participants who use Family and Consumer
Sciences skills to plan and conduct a child development project that has a positive impact on children and
the community.

Hospitality — an individual or team event, recognizes participants who demonstrate their ability to use
knowledge and skills gained from their enrollment in a hospitality program. Participants must prepare a
portfolio showing evidence of research and development in the area of guidelines for customer
service/customer relations, an oral presentation describing the project in detail, and a response to a case
study related to customer service/customer relations in the hospitality career pathway of their choice.

Illustrated Talk — an individual or team event, recognizes participants who make an oral presentation about
issues concerning Family and Consumer Sciences and/or related occupations. Participants use visuals to
illustrate the presentation.

Interior Design — an individual or team event that recognizes participants who apply interior design skills
learned in Family and Consumer Sciences courses to design interiors that meet the living space needs of
clients.

Interpersonal Communications — an individual or team event, recognizes participants who use Family and
Consumer Sciences and/or related occupation skills and apply communication techniques to develop a
project designed to strengthen communication in a chosen category: community, employment relationships,
family, peer groups, or school groups.

Job Interview — an individual event, recognizes participants who use Family and Consumer Sciences and/or
related occupation’s skills to develop a portfolio, participate in an interview, and communicate a personal
understanding of job requirements.

Life Event Planning - an individual or team event that recognizes participants who apply skills learned in
Family and Consumer Sciences courses to manage the costs of an event.

National Programs in Action — an individual or team event, recognizes participants who explain how the
planning process was used to plan and implement a national program project.

Parliamentary Procedure — a team event, recognizes chapters that develop a working knowledge of
parliamentary law and the ability to conduct an FCCLA business meeting.

Promote and Publicize FCCLA! — an individual or team event, recognizes participants who use
communications skills and techniques to educate their schools and communities about FCCLA with the
intention of growing chapters and strengthening Family and Consumer Sciences education and FCCLA
programs.

Recycle and Redesign - an individual event, recognizes participants who select a used fashion or home
apparel item to recycle into a new product.

Teach and Train — an individual event, recognizes participants for their exploration of the education and
training fields through research and hands-on experience.
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MANAGEMENT STAFF

Many individuals are needed to assist in the management of STAR Events. Both student members and
adults play an important role in the success of the events by serving in the following areas:

Lead Coordinator: An adult with expertise in managing STAR Events who handles the planning and overall
coordination.

Assistant Lead Coordinator: An adult experienced in working with STAR Events who serves as an
apprentice coordinator and assists the Lead Coordinator one year prior to assuming the Lead Coordinator
role.

Past Lead Coordinator: The Lead Coordinator from the previous year serves to assist and guide the
management of STAR Events.

Event Lead Consultants: Adults experienced in working with STAR Events who are responsible for
handling details and managing a specific event on-site.

Event Assistant Lead Consultants: Adults experienced in working with STAR Events who act as
assistants to the Lead Consultants in handling and managing a specific event on-site.

Room Consultants: Student members and adults who work together to manage the flow of participants and
assist evaluators.

Evaluators: Evaluation teams composed of student members and adults who are responsible for evaluating
entries, assigning ratings to participants, and discussing strengths and areas for improvement.

National Staff: A full-time staff member of Family, Career and Community Leaders of America and a
summer intern with primary responsibilities for the STAR Events Program oversee the management of STAR
Events.

STAR Events Advisory Team (SEAT): A group consisting of two chapter members, two chapter advisers,
three state advisers, two FCCLA National Executive Council members, the Program Committee Chair
representing the FCCLA Board of Directors or another appointed Board representative who make
recommendations relating to STAR Events.
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LEAD COORDINATOR

Prior to the Event

a
a

a

Assist national staff Competitive

Events Coordinator in securing Event Lead and Assistant Lead Event Consultants for
each event.

Work with state advisers to identify youth and adult room consultants and evaluators.
Work with national staff Competitive Events Coordinator to identify evaluators.
Develop forms necessary for management of the events.

Develop Event Lead and Assistant Lead Consultants Orientation.

Plan Event Orientation, Event Activities, and Recognition Sessions.

Review materials included in Event Lead and Assistant Lead Consultants National
Leadership Conference notebooks.

Provide feedback on STAR Events questions.

At the National Leadership Conference

Q

Q

Attend STAR Events Advisory Team meeting.

Setup STAR Events Information Center and Information Desks.

Assemble STAR Events supplies and equipment.

Orient Event Lead Consultants and Assistant Lead Consultants.

Provide checklist of information for Event Lead and Assistant Lead Consultants.
Coordinate Event Registration, Orientation, and Feedback Sessions.

Oversee STAR Events.

Oversee the tabulation of scores and organization of the awards.

Coordinate Recognition Sessions.

Work with Assistant Lead Coordinator on staffing STAR Events Information Center and
Information Desks.

Coordinate distribution of certificates.

Coordinate assembly of state packets.

Following the Events

Q

Prepare a written evaluation of the events to give to national staff Competitive Events
Coordinator.

Send thank-you letters to Event Lead Consultants, Event Assistant Lead Consultants,
Room Consultants, and Evaluators.
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ASSISTANT LEAD COORDINATOR

Prior to the Event

O Become familiar with the STAR Events Manual and specific event rules in preparation for the
events.

O Provide feedback on STAR Events questions.

At the National Leadership Conference
O Assistin setting up the STAR Events Information Center and workroom.
O Attend the STAR Events Advisory Team meeting.
O Attend the Event Lead and Assistant Event Lead Consultant orientation meeting.
O Assist with Participant Registration and Orientation.
O Manage the STAR Events Information Center and Information Desks.
O Assist with Recognition Sessions.

O Assist the Lead Coordinator as requested.
Following the Events

O Prepare a written evaluation of the events to give to national staff Competitive Events
Coordinator.
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PAST LEAD COORDINATOR

Prior to the Event

Q

Q

Provide feedback on STAR Events questions.

Provide support to the Lead Coordinator and national staff when needed.

At the National Leadership Conference

a

Q

Assist in setting up the STAR Events Information Center and workroom.

Attend the STAR Events Advisory Team meeting.

Attend the Event Lead and Assistant Event Lead Consultant orientation meeting.
Assist with Participant Registration and Orientation.

Manage the STAR Events Information Center and Information Desks.

Assist with Recognition Sessions.

Assist the Lead Coordinator as requested.

Following the Events

Q

Prepare a written evaluation of the events to give to national staff Competitive Events
Coordinator.
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DISPLAY EVENTS LEAD CONSULTANT

Prior to the event

O Read the event rules and information for FCCLA national headquarters thoroughly in order to
conduct an event consistent with the overall purpose of STAR Events.

O Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference
O Attend the Lead and Assistant Lead Organizational Meeting to review overall plans.

O Review the participant, room consultant, and evaluator lists.
O Review materials assembled for the events.

O Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

O Register participants at assigned time.
= have participants sign-in on master participation list
= distribute packets with participant schedules, ribbons, pins, setup/breakdown times, and
recognition session schedules
= give any participant that did not attend registration a zero out of five on the event point
summary form

O Conduct STAR Events Participant Orientation according to the orientation checklist provided by
national headquarters.

O Secure adult room consultants to assist with Recognition Sessions.

O Prior to participant setup time, review the placement of identification (station) numbers on tables and
floors.

o Allow only Chapter Service Project Display Event participants to setup displays.

O Supervise completion of point summary forms. Monitor consistency!

O Monitor progress of events. Discuss concerns with the event lead coordinator.

O Check to see that room consultants are submitting and collecting evaluations from each participant.
O Collect rubrics and point summary forms from room consultants at end of event.

O Supervise breakdown and removal of displays.

O Collect and return all event supplies to STAR Events Information Center.

O Check rubrics and point summary forms for accuracy; bring all sheets and forms to the STAR
Events Information Center upon completion of event.

O Attend the Recognition Sessions and assist as needed.
= ask the assistant event lead consultant to assist you during Recognition Sessions
= help students locate the appropriate seating area for your event
= line up participants for your event in this order: junior, senior, occupational
= guide participants to the stage as needed

Following the Event
O Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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DISPLAY EVENTS ASSISTANT LEAD CONSULTANT

Prior to the event

Q

Q

Read the event rules and information from FCCLA national headquarters thoroughly in order to
assist the lead consultant in conducting an event that is consistent with the overall purpose of STAR
Events.

Assist the lead consultant in securing two adults to help with participant registration/orientation.

At the National Leadership Conference

Q

Q

Q

Attend Lead and Assistant Lead Organizational Meeting to meet with lead consultant to review
overall plans.

Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the lead consultant with participant registration/orientation.
Assist lead consultant with room consultant orientation.
= assist event lead consultant in securing two youth room consultants to carry event banners
at Recognition Sessions
= assist event lead consultant in securing adult room consultants to assist with Recognition
Sessions

Prior to event, check room setup, and posted participant information.

Prior to participant setup time, review placement of identification (station) numbers on tables and
floor.

Coordinate setup of displays. Allow only Chapter Service Project Display Event participants to
setup displays.

Provide supplies needed for the event to each room consultant.

Monitor room consultants as they measure displays. Assist them with questions and point summary
forms. Stress consistency!

Monitor events and discuss problems with the event lead consultant.

Monitor participant event evaluation process.

Collect rubrics and point summary forms from room consultants at the end of the event.
Assist with breakdown and removal of displays.

Collect and return all event supplies to the lead consultant.

Assist lead consultant with management of event participants during Recognition Sessions.

Following the Event

Q

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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FILE FOLDER EVENTS LEAD CONSULTANTS

Prior to the Event

O Read the event rules thoroughly in order to conduct an event consistent with the overall purpose
of STAR Events.

O Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference

a

Q

Attend Lead and Assistant Lead Organizational Meeting to review overall plans.

Review the participant, room consultant, and evaluator lists.

Review materials assembled for the event.

Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

Register participants at assigned time.

have participants sign-in on master participation list

distribute packets with participant schedules, ribbons, pins, busing, and recognition
session schedules

announce that if a participant has not registered, they will not be awarded 5 points on the
event point summary form

Conduct STAR Events Orientation with participants to give specific instructions for the event.

Secure two youth room consultants to carry event banners at Recognition Sessions.

Secure adult room consultants to assist with Recognition Sessions.

Check room setup prior to the event. Contact designated person if changes need to be made.

Supervise completion of point summary forms. Monitor consistency!

Monitor progress of events. Discuss concerns with the event lead coordinator.

Check to see that room consultants are submitting and collecting evaluations from each
participant.

Collect rubrics and point summary forms from room consultants at the end of the event.

Collect and return all event supplies to STAR Events Information Center.

Check all rubrics and point summary forms for accuracy; bring sheets and forms to STAR Events
Information Center upon completion of event.

Attend the Recognition Sessions and assist as needed.

ask the assistant event lead consultant to assist you with the Recognition Sessions
line up participants for your event, alphabetically by state

give two youth room consultants event banners to carry

walk in with participants (if necessary)

check off participants at stage entrance as they are announced for medal presentation

Following the Event

O Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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FILE FOLDER EVENTS ASSISTANT LEAD CONSULTANTS

Prior to the Event

Q

Read the event rules thoroughly in order to assist the event lead consultant in conducting an
event that is consistent with the overall purpose of STAR Events.

Assist the event lead consultant in securing two adults to help with participant
registration/orientation.

At the National Leadership Conference

Q

Q

Q

a

Attend Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the event lead consultant with participant registration/orientation.
Assist event lead consultant with room consultant orientation.
= assist event lead consultant in securing two youth room consultants to carry event
banners at Recognition Sessions
= assist event lead consultant in securing adult room consultants to assist with Recognition
Sessions
Prior to the event, check room setup, table, and posted participant information.

Provide supplies needed for the event to each room consultant.

Monitor room consultants as they review file folders. Assist them with questions and point
summary forms. Stress consistency!

REMEMBER: The Event Lead Consultant must approve any penalty points on the point
summary form.

Monitor events and discuss problems with the event lead consultant.

Monitor participant event evaluation process.

Collect rubrics and point summary forms from room consultants at end of event.
Collect and return all event supplies to the event lead consultant.

Assist event lead consultant with management of event participants during Recognition Sessions.

Following the Event

Q

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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MANUAL EVENTS LEAD CONSULTANTS

Prior to the event

Q

Q

Read the event rules thoroughly in order to conduct an event consistent with the overall purpose of
STAR Events.

Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference

a

Q

Q

Attend Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Review materials assembled for the events.

Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

Register participants at assigned time.
= have participants sign-in on master participation list
= distribute packets with participant schedules, ribbons, pins, busing, and recognition
session schedules
= announce that if a participant has not registered, they will not be awarded 5 points on the
event point summary form

Conduct STAR Events Orientation with participants to give specific instructions for the event.
Secure two youth room consultants to carry event banners at Recognition Sessions.

Secure adult room consultants to assist with Recognition Sessions.

Check room setup prior to setup time. Contact designated person if changes need to be made.
Prior to participant setup time, review the placement of identification (station) numbers on tables.
Supervise completion of point summary forms. Monitor consistency!

Monitor progress of events. Discuss concerns with the event lead coordinator.

Check to see that room consultants are submitting, and collecting evaluations from each participant.
Collect rubrics and point summary forms from room consultants at end of event.

Collect and return all event supplies to STAR Events Information Center.

Check rubrics and point summary forms for accuracy; bring all sheets and forms to the STAR
Events Information Center upon completion of event.

Attend the Recognition Sessions and assist as heeded.

Following the Event

Q

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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MANUAL EVENTS ASSISTANT LEAD CONSULTANTS

Prior to the event

Q

Read the event rules thoroughly in order to assist the event lead consultant in conducting an event
that is consistent with the overall purpose of STAR Events.

Assist the event lead consultant in securing two adults to help with participant
registration/orientation.

At the National Leadership Conference

Q

a

Q

Attend Lead and Assistant Lead Organizational Meeting to meet with the event lead consultant to
review overall plans.

Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the event lead consultant with participant registration/orientation.
Assist event lead consultant with room consultant orientation.
= assist event lead consultant in securing two youth room consultants to carry event banners
at Recognition Sessions
= assist event lead consultant in securing adult room consultants to assist with Recognition
Sessions
Prior to event, check room setup, and posted participant information.

Prior to participant setup time, review placement of identification (station) numbers on the tables.

Coordinate delivery of manuals. Allow only Chapter Service Project Manual Event participants to
deliver manuals.

Provide supplies needed for the event to each room consultant.

Monitor room consultants as they review manuals. Assist them with questions and point summary
forms. Stress consistency!

Monitor events and discuss problems with the event lead consultant.

Monitor participant event evaluation process.

Collect rubrics and point summary forms from room consultants at the end of the event.
Collect and return all event supplies to the event lead consultant.

Assist event lead consultant with management of event participants during Recognition Sessions.

Following the Event

Q

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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PORTFOLIO EVENTS LEAD CONSULTANT

Prior to the Event

Q

Q

Read the event rules and information from FCCLA national headquarters thoroughly in order to
conduct an event consistent with the overall purpose of STAR Events.

Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference

a

a

Attend the Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Review materials assembled for the events.

Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

Register participants at assigned time.
= have participants sign-in on master participation list
= distribute packets with participant schedules, ribbons, pins, and recognition session
information
= give any participant that did not attend registration a zero out of 5 on the event point
summary form

Conduct STAR Events Participant Orientation according to the orientation checklist provided by
national headquarters.

Secure two youth room consultants to carry event banners at Recognition Sessions.

Secure adult room consultants to assist with Recognition Sessions.

Check room setup prior to the event. Contact designated person if changes need to be made.
Supervise completion of point summary forms. Monitor consistency!

Monitor progress of events. Discuss concerns with the event lead coordinator.

Check to see that room consultants are submitting and collecting event evaluations from each
participant.

Collect rubrics and point summary forms from room consultants at end of event.
Collect and return all event supplies to STAR Events Information Center.

Check all rubrics and point summary forms for accuracy; bring all sheets and forms to the STAR
Events Information Center upon completion of event.

Attend the Recognition Sessions and assist as needed.
= ask the assistant event lead consultant to assist you during Recognition Sessions
= help students locate the appropriate seating area for your event
= line up participants for your event in this order: junior, senior, occupational
= guide participants to the stage as needed

Following the Event

a

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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PORTFOLIO EVENTS ASSISTANT LEAD CONSULTANT

Prior to the Event

Q

Q

Read the event rules and information from FCCLA national headquarters thoroughly in order to
assist the lead consultant in conducting an event that is consistent with the overall purpose of
STAR Events.

Assist the lead consultant in securing two adults to help with participant registration/orientation.

At the National Leadership Conference

Q

Q

Q

Attend Lead and Assistant Lead Organizational Meeting to meet event lead consultant and review
overall plans.

Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the event lead consultant with participant registration/orientation.
Assist event lead consultant with room consultant orientation.
= assist event lead consultant in securing two youth room consultants to carry event
banners at Recognition Sessions
= assist event lead consultant in securing adult room consultants to assist with Recognition
Sessions
Prior to event, check room setup, table, and posted participant information.

Provide supplies needed for the event to each room consultant.

Monitor room consultants as they review portfolios. Assist them with questions and point
summary forms. Stress consistency!

Monitor events and discuss problems with the event lead consultant.

Monitor participant event evaluation process.

Collect rubrics and point summary forms from room consultants at end of event.
Collect and return all event supplies to lead consultant.

Assist lead consultant with management of event participants during Recognition Sessions.

Following the Event

a

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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CULINARY ARTS LEAD CONSULTANT

Prior to the Event

Q

Q

a

Read the event rules thoroughly in order to conduct an event consistent with the overall purpose of
STAR Events.

Assist in identifying and contacting adult evaluators from the Culinary Arts/Food Service industry for
this event, if needed.

Assist in developing activities for students if they have to wait for a later shift.

Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference

Q

Q

s

Attend the Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Review materials assembled for the events.

Coordinate setup of Culinary Arts facility one day prior to the event.
= setup participant planning and evaluator work areas
= identify and organize participant workstations
= portion out food supplies

Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

Register participants at assigned time.
= have participants sign-in on master participation list
= distribute packets with participant schedules, ribbons, pins, and recognition session
information
= collect any release forms not submitted prior to the event
= give any participant that did not attend registration a zero out of 5 on the event point
summary form

Conduct STAR Events Participant Orientation according to the orientation checklist provided by
national headquarters.

Secure two youth room consultants to carry event banners at Recognition Sessions.
Secure adult room consultants to assist with Recognition Sessions.

Secure and/or advise volunteers for the supervision of bussing if applicable.

Have assistant event lead consultant coordinate station setup with room consultants.
Supervise completion of point summary forms and rubrics. Monitor consistency!

Check to see that all food for each rotation is set out and ready as students enter the food
preparation area.

Monitor progress of events.
= participants will have up to a 30 minute planning period, 60 minute food preparation period,
a 15 minute workstation cleanup period
= discuss concerns with event lead coordinator
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CULINARY ARTS (cont.) LEAD CONSULTANT

O Monitor participants on later rotations to prohibit their talking to anyone outside their group during the
waiting period.

Q Collect rubrics and point summary forms from room consultants at the end of the event.

O Check to see that room consultants are submitting and collecting evaluations from each participant.

O Supervise clean up of Culinary Arts/Food Service facility.

O Remove all supplies and return to the STAR Events Information Center.

O Check rubrics and point summary forms for accuracy and bring sheets and forms to STAR Events
Information Center upon completion of event.

O Attend the Recognition Sessions and assist as needed.

ask the assistant event lead consultant to assist you with the Recognition Sessions
line up participants for your event, alphabetically by state

give two youth room consultants event banners to carry

walk in with participants (if necessary)

check off participants at stage entrance as they are announced for medal presentation

Following the Event

O Prepare a written evaluation of the event to give to the national staff Competitive Events
Coordinator.
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CULINARY ARTS ASSISTANT LEAD CONSULTANT

Prior to the Event

Q

Read the event rules thoroughly in order to assist the event lead consultant in conducting an
event that is consistent with the overall purpose of STAR Events.

Assist the event lead consultant in securing two adults to assist with participant
registration/orientation.

At the National Leadership Conference

Q

Q

Q

a

Meet with the event lead coordinator and event lead consultant to review overall plans.
Attend the Lead and Assistant Lead Organizational Meeting.
Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the event lead consultant with participant registration/orientation.
Assist event lead consultant with room consultant orientation.
= assist the lead consultant with setup of food and equipment.
= assist the lead consultant in securing adult room consultants to assist with Recognition
Sessions
Check posted participant information before events begin.

Provide supplies needed for the event to each room consultant.

Monitor room consultants. Assist them with questions and point summary forms. Stress
consistency!

Monitor event, and discuss problems with the event lead consultant.

Monitor participant event evaluation process.

Collect rubrics and point summary forms from room consultants at the end of the event.
Assist with breakdown, cleanup, and removal of supplies.

Collect and return all event supplies to the event lead consultant.

Assist event lead consultant with management of event participants during Recognition Sessions.

Following the Event

O Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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PARLIAMENTARY PROCEDURE

Prior to the Event

LEAD CONSULTANT

O Read the event rules thoroughly in order to conduct an event consistent with the overall purpose

a

of STAR Events.

Secure two adults to assist with participant registration/orientation.

At the National Leadership Conference

a

a

Attend Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Review materials assembled for the event.

Conduct STAR Events Room Consultant & Evaluator Orientation according to the orientation
checklist provided by national headquarters.

Register participants at assigned time.
= have participants sign-in on master participation list
= distribute packets with participant schedules, ribbons, pins, busing, and recognition
session schedules

= announce that if a participant has not registered, they will not be awarded 5 points on the

event point summary form

Conduct STAR Events Orientation and Parliamentary Procedure Knowledge Test Session with
participants. Work with national staff to prepare the completed tests for room consultants.

Secure two youth room consultants to carry event banners at Recognition Sessions.

Secure adult room consultants to assist with the Recognition Sessions.

Check room setup prior to the event. Contact designated person if changes need to be made.
Supervise completion of point summary forms. Monitor consistency!

Monitor progress of events. Discuss concerns with the event lead coordinator.

Collect rubrics and point summary forms from room consultants at end of event.

Check to see that room consultants are submitting and collecting evaluations from each
participant.

Collect and return all event supplies to STAR Events Information Center.

Check rubrics and point summary forms for accuracy; bring sheets and forms to STAR Events
Information Center upon completion of event.

Attend the Recognition Sessions and assist as needed.
= ask the assistant event lead consultant to assist you with the Recognition Sessions
= line up participants for your event, alphabetically by state
= give two youth room consultants event banners to carry
= walk in with participants (if necessary)
= check off participants at stage entrance as they are announced for medal presentation

Following the Event

O Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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PARLIAMENTARY PROCEDURE ASSISTANT LEAD CONSULTANT

Prior to the Event

Q

Read the event rules thoroughly in order to assist the event lead consultant in conducting an
event that is consistent with the overall purpose of STAR Events.

Assist the event lead consultant in securing two adults to help with participant
registration/orientation.

At the National Leadership Conference

Q

Q

a

Q

Attend Lead and Assistant Lead Organizational Meeting to review overall plans.
Review the participant, room consultant, and evaluator lists.
Assist with assembling registration materials.
Assist the event lead consultant with participant registration/orientation.
Assist event lead consultant with room consultant orientation.
= assist event lead consultant in securing two youth room consultants to carry event
banners at Recognition Sessions
= assist event lead consultant in securing adult room consultants to assist with Recognition

Sessions.

Prior to the event, check room setup making sure it matches the diagram in the STAR Events
Manual, page 90, and posted participant information.

Provide supplies needed for the event to each room consultant.

Monitor room consultants. Assist them with questions concerning point summary forms. Stress
consistency!

REMEMBER: The Event Lead Consultant must approve any penalty points on the point
summary form.

Monitor event and discuss problems with the event lead consultant.

Assist room consultants with movement of participants between preparation and demonstration
rooms.

Monitor participant event evaluation process.
Collect rubrics and point summary forms from room consultants at end of event.
Collect and return all event supplies to the event lead consultant.

Assist event lead consultant with management of event participants during Recognition Sessions.

Following the Event

Prepare a written evaluation of the event to give to national staff Competitive Events Coordinator.
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GENERAL EVALUATOR INFORMATION

General Information and Instructions

Q

Q

Evaluation teams typically consist of two adults and one student member.

Become familiar with the rules, point summary forms, and the rubric criteria for your assigned
event. Question any criteria not understood. Remember that individual state event rules often
differ from national event rules and that national rules must be followed for the national
competition.

Before each participant begins, you will receive a rubric and other pertinent information about the
participant. Take a few minutes to preview the information, as it is a part of their presentation and
evaluation.

Time is allowed at the completion of each presentation for you to work (quickly) on your ratings
and comments.

When completing the rubric, circle the chosen score. Write the appropriate rating in the points
column and write comments on the bottom of the rubric. Written comments serve as a valuable
source of feedback for the individuals and teams. Record total points. Verify point total and initial
by the total point box.

If unsure about anything concerning the presentation, ask the participants to explain or clarify.

Do not request that participants hand you items—instead, please stand up for a closer look.

Score the participant entry and discuss the presentation in private with the other evaluators on
your team. Spend a few minutes reviewing the strengths and areas for improvement of the
presentation. Do NOT inform participants of their score and/or rating.

Compare ratings with other evaluators and discuss the scores given to each student. The adult
room consultant will then total scores and determine the average rating. Together, the evaluators
will review the score and come to a consensus on the rating. Although evaluator scores will vary,
we recommend that all three evaluator ratings be within a 10-point range. If the scores are
outside a 10-point range, discuss the criteria and make sure there is a consensus between
evaluators to standardize the participants score. All scores should be whole numbers (i.e. do not
give individual rating categories 2.5 out of 5 points.) Rounding off points: Total scores should
NOT be rounded.

Each team of room consultants will complete a point summary form for each individual or team.
Evaluators should verify the point total and initial.

Rubrics and point summary forms are to be turned in to the room consultant at the end of the
presentation, NOT held by evaluators until the end of the day to be adjusted.

The decisions of the evaluators are final.
Do not discuss the final ratings with anyone prior to the Recognition Sessions.

Please discuss any suggestions for improvement on your event with the event lead consultant.
Your comments are welcomed and appreciated.
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THE EVALUATION PROCESS

Evaluators play a key role in STAR Events. In fact, evaluators play a key role in determining whether the
experience is a positive or negative one for the student participants. It is the goal of STAR Events to
make participation a positive experience for all participants, regardless of the ratings they receive.
A considerate, sensitive, and fair evaluation process can accomplish this. The evaluation procedures
attempt to accomplish the following:

O Focus on the achievements of youth. The evaluation process must stress what students
do well and give them credit and recognition.

O Promote interaction between youth and adults. Student and adult evaluation teams have
been created to enable youth and adults to share responsibility and exchange views from
their level of experience.

O Encourage youth to take an active role in their own evaluation. Participants are asked to
evaluate themselves as well as review the comments evaluators make about their
performance.

O Measure achievements against standard criteria rather than against another student.
All efforts should be made to rate the individual or team against the criteria on the rubric
rather than comparing them to previous presentations.

O Recognize that all students are winners. Each participant has winning qualities or they
would not have made it to the national level STAR Events. The evaluation process must
reaffirm to students what those winning qualities are.

Evaluators make important value judgments about a student’s accomplishments. Participants will accept
these opinions and evaluations provided certain conditions are met. It is important, that as an evaluator,
you strive for the following:

Q

Consensus. Although evaluator scores will vary, it is important that a consensus is reached
between an evaluation team in regards to the event criteria. Please attempt to have the
evaluation rating of participants within a 10-point range.

Consistency. Attempt to rate students consistently when their performance is similar.
Fairness. Do not let influencing factors interfere with your evaluation of a participant(s)
presentation. If you know the individual(s) or feel influenced in any way, ask that the

participant(s) be sent to another team for evaluation.

Honesty and Sincerity. Make simple, forthright statements of your beliefs concerning the
presentation. When offering constructive criticism, keep in mind the feelings of the individual(s).

Attention to Detail. Be very specific in your evaluation comments. Rather than “You did a fine
job,” highlight the areas where they did a fine job.

Feedback. Focus primarily on what the participant did well. Don’t overload on the negatives—
that's what the participant is likely to remember the longest. Positive comments and thoughtful,
constructive suggestions will benefit the participant the most in the long run.

Many thanks—evaluators make these events possible!
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APPLIED TECHNOLOGY ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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APPLIED TECHNOLOGY YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= allow participants 15 minutes to setup; other persons may not assist
= begin timing when participants begin their up to 15 minute oral presentation of project
= hold up warning card at 14 minutes (one minute warning)
= stop participants at 15 minutes
= allow 5 minutes for questioning by evaluators
= audio or audiovisual recordings are limited to 5 minutes playing time
= visual equipment, with no audio, may be used during the entire presentation

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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APPLIED TECHNOLOGY EVALUATORS

Q

Review the participant’s portfolio with the adult room consultant 15 minutes prior to the
presentation and score the “Portfolio” section of the rubric.

Participants may give up to a 15 minute oral presentation of their project to the evaluators.
Following the oral presentation, evaluators will have 5 minutes to review the portfolio and
guestion participants to determine their knowledge of the subject or to ask for clarification.
Score the entry and discuss in private with the other evaluators on your team.

Spend a few minutes reviewing strengths and areas for improvement of the presentation.

Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

Once the adult room consultant has finished reviewing and totaling the participants’ score, double
check for accuracy and initial the Point Summary Form where directed.

At the end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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STAR Events Point Summary Form
APPLIED TECHNOLOGY

Name(s) of Participant(s)

State Team # Group #

Category: [ Junior U Senior U Occupational
DIRECTIONS:

1. Make sure all information at top is correct. If a student named is not participating, cross their name(s) off. If a team does
not show, please write “No Show” across the top and return with other forms. Do NOT change team or group numbers.

2. Before student presentation, the room consultants must check participants’ portfolio using the criteria and standards
listed below and fill in the boxes.

ADY0OTONHO31 a3iNddv

3. At the conclusion of presentation, verify evaluator scores and fill in information below. Calculate the final score and ask for
evaluators’ verification. Place this form in front of the completed rubrics and paper clip all items related to the presentation
together. Please do NOT staple.

4. At the end of competition in the room, double check all scores, names, and team numbers to ensure accuracy. Sort results by
team order and turn in to the Lead or Assistant Lead Consultant.

5. Please check with the Lead or Assistant Lead Consultant if there are any questions regarding the evaluation process.

ROOM CONSULTANT CHECK Points

Registration 0 5
0 or 5 points Did not attend/incomplete team attendance The individual or ALL participating members
of the team attended
Portfolio 0 1
0—1 points Binder is not the official FCCLA binder Binder is the official FCCLA binder
Portfolio Pages 0 1
0—1 points Portfolio exceeds the page limit Portfolio contains no more than 34 pages
including:
e 1 project ID page
e 1 table of contents page
e 1 Planning Process summary page
e Up to 6 divider pages
e Up to 25 content pages

Project Identfication 0 1 2
Page Project ID page is missing Project ID page is present but Project ID page is present
0-2 points includes incorrect information and completed correctly
Punctuality 0 1
0—1 points Participant was late for presentation Participant was on time for presentation
ROOM CONSULTANT TOTAL

EVALUATORS’ SCORES : .
(10 points possible)

Evaluator 1 Initials
. AVERAGE EVALUATOR SCORE
Evaluator 2 Initials (90 points possible)
Evaluator 3 Initials
FINAL SCORE
Total Score divided by number of evaluators (Average Evaluator Score plus
= AVERAGE EVALUATOR SCORE Room Consultant Total)
RATING ACHIEVED (circle one) Gold: 90-100 Silver: 70-89.99 Bronze: 1-69.99
VERIFICATION OF FINAL SCORE AND RATING (please initial)
Evaluator 1 Evaluator 2 Evaluator 3 Adult Room Consultant Event Lead Consultant
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APPLIED TECHNOLOGY
Rubric
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Experience >
U
LY
Name(s) of Participant(s) %
State Team # Group # 3
. , ) m
Category: 1 Junior U Senior U Occupational 0
L
PORTFOLIO Points (ZD
FCCLA 0 1 2 3 4 5 g
Planning Process Planning Process Inadequate steps All Planning All Planning Evidence that the The Planning (o]
Summary Page summary not in the Planning Process steps are  Process steps are  Planning Process Process is used to ()
0-5 points provided Process are presented but not  summarized was utilized to plan  plan the project. <
presented summarized project Each step is fully
explained
Relationship to 0 1-2 3-4 5-6 7-8 9-10
Family and Consumer Not included Vaguely referred to  Explained, but Explained fully Explained fully with  Explained fully with
Sciences and/or done so poorly some understanding  evidence of mastery
related occupations of the contentarea  of the content area
0-10 points
Evidence of 0 1-2 3-4 5-6 7-8 9-10
Research Not explained Some research Research is current  Research is current Research is current,  Research is current,
0-10 points done but incom- but from unreliable  but only partially ~ appropriate for documented correctly
plete information sources describes job topic; from reliable and appropriate for
description sources topic
Evidence of 0 1-2 3-4 5-6 7-8 9-10
Problem-Solving Not explained Problem explained  Problem explained  Problem explained, Problem explained,  Problem explained,
Skills but no solutions and alternative alternative solutions alternative solutions  alternative solutions
0-10 points given solutions are given  given and conse-  given, consequences  given, consequences
quences shared given, justifiable given, justifiable
final solution final solution, and
evaluation given
Evidence of 0 1 2 3 4 5
Applied Academics  None explained Academic content  Academic content is Academic content  Academic contentis  Academic content is
0-5 points is mentioned briefly summarized is explained fully  explained fully with  explained thoroughly
brief mention of and full method of
integrating and integrating and applying
applying content content to project is
to project shared
Evidence of 0 1-2 3-4 5-6 7-8 9-10
of Technology Used  No technology Technology used Technology used Technology and Technology used Technology used
0-10 points used in project to develop project  but not explained techniques used  to develop project to develop project
but not explained in portfolio to develop project  was explained and addresses a concern
are explained addresses a Family  related to Family and
and Consumer Consumer Sciences
Sciences concern and materials were
developed to document
project
Works Cited/ 0 1 2 3
Bibliography No resources listed Incomplete list of resources/ Complete list of resources Complete alphabetical list
0-3 points resources listed are not current  but inconsistent format of appropriate resources,
or appropriate for project in a consistent format
Appearance 0 1 2 3
0-3 points Portfolio is illegible Portfolio is neat, but contains Portfolio is neat, legible, and Neat, legible, and professional,
and unorganized grammatical or spelling errors professional, with correct correct grammar and spelling
and is organized poorly grammar and spelling used; effective organization
of information
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Applied Technology Rubric (continued)

Oral Presentation 0 1-2 3-4 5-6 7-8 9-10
0-10 points Presentation is not  Presentation covers Presentation covers Presentation gives Presentation covers  Presentation covers
done or speaks some topic all topic elements ~ complete inform-  information com- all relevant information
briefly and does elements but with minimal ation but does not  pletely and explains  completely and explains
not cover compo- information explain the use of  use of technology technology use with a
nents of the project technology well fully seamless and logical
delivery
Knowledge of 0 2 3 4 5
Subject Matter Little or no Minimal evidence ~ Some evidence Knowledge of Knowledge of Knowledge of
0-5 points evidence of of knowledge of knowledge subject matteris  subject matter is subject matter is
knowledge evident but not evident and shared  evident incorporated
shared in pre- at times in the throughout the
sentation presentation presentation
Use of Portfolio 1 2 3 4 5
and Visual during Portfolio and visuals  Portfolio and visuals  Portfolio and visuals  Portfolio and visuals Portfolio and visuals ~ Presentation moves
Presentation are not used during  used to limit amount used minimally incorporated used effectively seamlessly between
0-5 points presentation of speaking time during presentation  throughout throughout oral presentation,
presentation presentation portfolio, and visuals
Voice—pitch, 0 1 2 3
tempo, volume No voice qualities are Voice quality is adequate Voice is good, but could Voice quality is outstanding
0-3 points used effectively improve and pleasing to listen to
Body Language 0 1 2 3
0-3 points Body language shows nervous-  Body language shows minimal ~ Body language is good and Body language and clothing
ness and unease/inappropriate  amount of nervousness/ clothing is professional choice both enhance the
clothing clothing is appropriate presentation
Grammar/Word 0 1 2 3
Usage/Pronunciation Extensive (more than 5) gram-  Some (3—-5) grammatical and Few (1-2) grammatical and Presentation has no grammat-
0-3 points matical and pronunciation errors  and pronunciation errors pronunciation errors ical or pronunciation errors
Responses to 1 2 3 4 5
Evaluators’ Did not answer Unable to answer Responded to all Responded Gave appropriate Responses to
Questions evaluators’ some questions questions, but adequately to responses to questions were
0-5 points questions without ease or all questions evaluators’ appropriate and
accuracy questions given without
hesitation
Evaluator’s Comments:
TOTAL
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CAREER INVESTIGATION ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CAREER INVESTIGATION YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant to the evaluators.
Serve as timekeeper for the event.
= allow participants 5 minutes to setup; other persons may not assist
= allow the adult room consultant and evaluators up to 15 minutes to review the
participant’s portfolio
= begin timing when participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators

Direct the participant outside of the event room after the 5 minutes of questions so evaluators
may complete rubrics.

Have the participant complete the STAR Events evaluation form and collect completed forms to
give to the Assistant Lead Consultant at the end of the day.

Thank the participant for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CAREER INVESTIGATION EVALUATORS

Q

Review the participant’s portfolio with the adult room consultant for up to 15 minutes prior to the
presentation.

Participants may give up to a 10 minute oral presentation of their project to the evaluators.
Following the oral presentation, evaluators will have 5 minutes to question participant and
determine their knowledge of the subject or to ask for clarification.

Score the entry and discuss in private with the other evaluators on your team.

Spend a few minutes reviewing strengths and areas for improvement of the presentation.

Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

At the end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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STAR Events Point Summary Form
CAREER INVESTIGATION

Name(s) of Participant(s)

State Team # Group #

Category 1 Junior U Senior
DIRECTIONS:

1. Make sure all information at top is correct. If a student named is not participating, cross their name(s) off. If a team does
not show, please write “No Show” across the top and return with other forms. Do NOT change team or group numbers.

2. Before student presentation, the room consultants must check participants’ portfolio using the criteria and standards
listed below and fill in the boxes.

NOILLVOILSIANI H33HVO

3. At the conclusion of presentation, verify evaluator scores and fill in information below. Calculate the final score and ask for
evaluators’ verification. Place this form in front of the completed rubrics and paper clip all items related to the presentation
together. Please do NOT staple.

4. At the end of competition in the room, double check all scores, names, and team numbers to ensure accuracy. Sort results by
team order and turn in to the Lead or Assistant Lead Consultant.

5. Please check with the Lead or Assistant Lead Consultant if there are any questions regarding the evaluation process.

ROOM CONSULTANT CHECK Points
Registration 0 5
0 or5 points Did not attend/incomplete team attendance The individual or ALL participating members
of the team attended
Portfolio 0 1
0-1 points Binder is not the Official FCCLA Binder Binder is the Official FCCLA Binder
Portfolio Pages 0 1
0—1 points Portfolio exceeds the page limit Portfolio contains no more than 35 pages
including:
® 1 project ID page
e 1 table of contents page
e 1 Planning Process summary page
e Up to 7 divider pages
e Up to 25 content pages

Project Identfication 0 1 2
Page Project ID page is missing Project ID page is present but Project ID page is present
0-2 points includes incorrect information and completed correctly
Punctuality 0 1
0—1 points Participant was late for presentation Participant was on time for presentation
ROOM CONSULTANT TOTAL

EVALUATORS’ SCORES : .
(10 points possible)

Evaluator 1 Initials
. AVERAGE EVALUATOR SCORE
Evaluator 2 Initials (90 points possible)
Evaluator 3 Initials
FINAL SCORE
Total Score divided by number of evaluators (Average Evaluator Score plus
= AVERAGE EVALUATOR SCORE Room Consultant Total)
RATING ACHIEVED (circle one) Gold: 90-100 Silver: 70-89.99 Bronze: 1-69.99
VERIFICATION OF FINAL SCORE AND RATING (please initial)
Evaluator 1 Evaluator 2 Evaluator 3 Adult Room Consultant Event Lead Consultant
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CHAPTER SERVICE PROJECT DISPLAY ADULT ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring acalculator to the National Leadership Conference for totaling rubrics.

At the National Leadership Conference

O Attend the room consultants’ orientation to review specific responsibilities.
O Assist with participant registration/orientation.

a Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

O Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the youth room consultant.

O Assist with setup and serve as room doorkeeper. Allow participants 30 minutes to setup displays in
designated space, from 7:00 to 7:30 a.m. only. At 7:30 a.m. make sure all students have stopped
working on their displays and left the room. Do not let anyone into setup displays after 7:30 a.m.

O Ensure displays fit within the display dimensions as marked after setup time is completed. Fill out
the room consultant information on the point summary for each entry before participants give their
oral presentations for the evaluators.

Serve as a doorkeeper for the event and enforce the no spectator policy.

O Check off participant names on time schedule when they present.

0 Encourage evaluators to make constructive and thorough comments on rubrics.

O Keep evaluators on schedule, and check for blank score bubbles on rubrics.

O Total points on rubrics and point summary form, and indicate the final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric and the point summary form. If
ratings are not consistent, remind evaluators that we ask evaluation teams to be within a 10-point

range.

O Collect and return rubrics and point summary form to the Assistant Lead Consultant in team number
order.

O Collect and return supplies to the Assistant Lead Consultant.

O In necessary, assist with the breakdown and removal of displays. Follow the direction of the Lead or
Assistant Lead Consultant following the last team of the day. Return any remaining materials to the
Lead Consultant.

O Assist with Recognition Sessions if needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SERVICE PROJECT DISPLAY YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants’ orientation to review specific responsibilities.
Assist adult room consultants as needed.

Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the adult room consultant.

Usher participants from outside the room to their display for their oral presentation and introduce
them to the team of evaluators.

Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators
= insure that all audio and/or visual recordings are limited to 1 minute playing time

Following the question session, usher participants out of the room and allow 5 minutes for evaluators
to review displays and prepare for the next entry before bringing in the next participants.

Have participants complete the STAR Events evaluation form following their presentation outside of
the competition room and collect completed forms. Return all evaluations with the other competition
materials to the Assistant Lead Consultant at the end of the day.

Thank participants for their time and participation and usher the next participants in.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions, if needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SERVICE PROJECT DISPLAY EVALUATOR

O Participants may give up to a 10 minute oral presentation of their project to the evaluators. Following
the presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification. The evaluators will take 5 minutes to review the
display following the interview.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Q Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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CHAPTER SERVICE PROJECT MANUAL ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ manual while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any

guestions. Then give the manual to the evaluators to review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SERVICE PROJECT MANUAL YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.

Usher participants to the evaluation station and introduce each participant or team to the
evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SERVICE PROJECT MANUAL EVALUATOR

O The adult room consultant and evaluators will take 5 minutes to preview the manual prior to the oral
presentation.

O Participants may give up to a 10 minute oral presentation of their project to the evaluators. Following
the presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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CHAPTER SHOWCASE DISPLAY ADULT ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring acalculator to the National Leadership Conference for totaling rubrics.

At the National Leadership Conference

O Attend the room consultants’ orientation to review specific responsibilities.
O Assist with participant registration/orientation.

a Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

O Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the youth room consultant.

O Assist with setup and serve as room doorkeeper. Allow participants 30 minutes to setup displays in
designated space, from 7:00 to 7:30 a.m. only. At 7:30 a.m. make sure all students have stopped
working on their displays and left the room. Do not let anyone into setup displays after 7:30 a.m.

O Ensure displays fit within the display dimensions as marked after setup time is completed. Fill out
the room consultant information on the point summary for each entry before participants give their
oral presentations for the evaluators.

Serve as a doorkeeper for the event and enforce the no spectator policy.

O Check off participant names on time schedule when they present.

0 Encourage evaluators to make constructive and thorough comments on rubrics.

O Keep evaluators on schedule, and check for blank score bubbles on rubrics.

O Total points on rubrics and point summary form, and indicate the final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric and the point summary form. If
ratings are not consistent, remind evaluators that we ask evaluation teams to be within a 10-point

range.

O Collect and return rubrics and point summary form to the Assistant Lead Consultant in team number
order.

O Collect and return supplies to the Assistant Lead Consultant.

O In necessary, assist with the breakdown and removal of displays. Follow the direction of the Lead or
Assistant Lead Consultant following the last team of the day. Return any remaining materials to the
Lead Consultant.

O Assist with Recognition Sessions if needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SHOWCASE DISPLAY YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants’ orientation to review specific responsibilities.
Assist adult room consultants as needed.

Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the adult room consultant.

Usher participants from outside the room to their display for their oral presentation and introduce
them to the team of evaluators.

Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 14 minutes (one minute warning)
= stop participants at 15 minutes
= allow 5 minutes for questioning by evaluators
= insure that all audio and/or visual recordings are limited to 1 minute playing time

Following the question session, usher participants out of the room and allow 5 minutes for evaluators
to review displays and prepare for the next entry before bringing in the next participants.

Have participants complete the STAR Events evaluation form following their presentation outside of
the competition room and collect completed forms. Return all evaluations with the other competition
materials to the Assistant Lead Consultant at the end of the day.

Thank participants for their time and participation and usher the next participants in.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions, if needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SHOWCASE DISPLAY EVALUATOR

Q

Participants may give up to a 15 minute oral presentation of their project to the evaluators.
Following the presentation, evaluators will have 5 minutes to question participants and determine
their knowledge of the subject or ask for clarification. The evaluators will take 5 minutes to review
the display following the interview.

Score the entry and discuss in private with the other evaluators on your team.

Spend a few minutes reviewing strengths and areas for improvement of the presentation.

Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

At the end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!

-‘%‘% FCCLA 2009 National STAR Events Management Manual 55












CHAPTER SHOWCASE MANUAL ADULT ROOM CONSULTANT

Prior to the Event

a

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ manual while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any

guestions. Then give the manual to the evaluators to review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SHOWCASE MANUAL YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.

Usher participants to the evaluation station and introduce each participant or team to the
evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their up to 15 minute oral presentation
= hold up warning card at 14 minutes (one minute warning)
= stop participants at 15 minutes
= allow 5 minutes for questioning by evaluators

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CHAPTER SHOWCASE MANUAL EVALUATOR

O The evaluators will take 5 minutes to preview the manual prior to the oral presentation.

O Participants may give up to a 15 minute oral presentation of their project to the evaluators.
Following the presentation, evaluators will have 5 minutes to question participants and determine
their knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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CULINARY ARTS ADULT ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

At the National Leadership Conference

Q

a

Attend room consultants’ orientation to review specific responsibilities.

Assist with participant registration/orientation.

Room consultants will be assigned a duty by the Lead Consultant during orientation. This may
include but is not limited to helping clean or prepare kitchens between participants, timing,
checking participants’ equipment, assisting with scoring, overseeing busing, etc.

Because of the high stress and potentially chaotic nature of this event, it is important that all room
consultants listen to and comply with instructions given by the Lead and Assistant Lead
Consultants. All questions about event rules and management should be directed first to the
Lead or Assistant Lead Consultant, not other room consultants, evaluators, or site staff.

Assist in whatever way possible to make sure evaluators and participants stay on time.

At the end of the day complete the room consultant evaluation form and return evaluations to the
Assistant Lead Consultant.

Assist the Lead an Assistant Lead Consultants with the general cleaning of kitchens following the
end of the competition and transporting materials back to the STAR Events

Thank site staff at the end of the event for their hospitality and evaluators for their assistance.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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CULINARY ARTS EVALUATOR

O Because of the high stress and potentially chaotic nature of this event, it is important that all
evaluators listen to and comply with instructions given by the Lead and Assistant Lead
Consultants. All questions about event rules and management should be directed first to the
Lead or Assistant Lead Consultant, not other evaluators, room consultants, or site staff.

O Participants are evaluated on performance as a team not as individuals.

O The food preparation area will be organized in such a way that evaluators can observe the work
habits of each team.

O Participants will have up to 60 minutes to prepare three or more food items. All participant teams
will be preparing the same assigned menu. Evaluators should observe and score as assigned by
the Lead Consultant.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Q Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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EARLY CHILDHOOD ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.
Check off participant names on time schedule when they present.

Collect and review the participant’s’ portfolio. Record points on the corresponding point summary
form, and confer with the event lead consultant if there are any questions.

Check the contents and size of the participant’s resource container.

Give the case study to the participant and the youth room consultant should escort them to the
activity planning room to work on their case study.

While the participant is preparing the activity plan, encourage evaluators to complete the
“Portfolio” section of the rubric.

Following the participant’s presentation, encourage evaluators to make constructive and thorough
comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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EARLY CHILDHOOD YOUTH ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference
O Attend room consultants meeting to review specific responsibilities.
O Assist adult room consultants as needed.
O Introduce each participant to the evaluators and allow them to give the participant the

O Serve as timekeeper for the event.

=  While room consultants and evaluators preview the portfolio, escort participant to the
case study room and provide with note cards and pencil for preparing presentation. Stay
with the participant.

= Allow 30 minutes for participants to prepare a response to the presentation of case study
(begin timing when participants are seated in case study room) using materials from their
resource container. After 30 minutes, escort participants back to evaluation room. DO
NOT ALLOW VISITORS IN CASE STUDY ROOM. If more than one person is working in
the room at the same time, ask all participants to work guietly.

= Allow up to 15 minutes for case study response.

= Hold up warning card at 14 minutes (one minute warning)

= Stop participants at 15 minutes

= Allow 5 minutes for evaluators to interview participants

O Collect the case study response following the evaluators’ questions and direct the participant
outside the event room so evaluators may complete rubrics.

O Have the participant complete the STAR Events evaluation form and collect completed forms to
give to the Assistant Lead Consultant at the end of the day.

O Thank the participant for their work and presentation.

O Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

O Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

O Give evaluators the next portfolio to review once they have finished scoring.

O Atthe end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

O Thank evaluators at the end of the event.

O Assist with Recognition Sessions as needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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EARLY CHILDHOOD EVALUATOR

O Evaluators will be provided multiple copies of activity topics pertaining to childcare. Evaluators
will select one activity topic that correlates to the participant's chosen age category.

O An evaluator will read the selected activity topic to the participant and give a copy of that activity
to the participant. The participant will be escorted to the activity plan area to compose the
activity.

O While the participant works on the activity, evaluators and the adult room consultant will have 30
minutes to preview the participant’s portfolio and complete the portfolio section of the rubric.

O The participant will return to the room and present up to a 15 minute activity plan to the
evaluators. The participant will return the activity plan to the youth room consultant.

O Evaluators will have 5 minutes to question the participant and determine their knowledge of the
subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.
O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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ENTREPRENEURSHIP ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.

-‘%‘% FCCLA 2009 National STAR Events Management Manual 75



ENTREPRENEURSHIP YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= allow 20 minutes for participants to set up and the adult room consultant and evaluators
to review the portfolio
= begin timing as participants begin their oral presentation
= hold up warning card at 19 minutes (one minute warning)
= stop participants at 20 minutes
= allow 5 minutes for evaluators to interview participants
= ensure that all audio or audiovisual recordings are limited to 1 minute playing time

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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ENTREPRENEURSHIP EVALUATOR

O Review the participant’s portfolio 20 minutes prior to the presentation.

O Participants will then give up to a 20 minute oral presentation of the business plan. Following the
presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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FASHION CONSTRUCTION ADULT ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring acalculator to the National Leadership Conference for totaling rubrics.

At the National Leadership Conference

O Attend the room consultants’ orientation to review specific responsibilities.
O Assist with participant registration/orientation.

a Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

O Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the youth room consultant.

O Assist with setup and serve as room doorkeeper. Allow participants 30 minutes to setup displays in
designated space, from 7:00 to 7:30 a.m. only. At 7:30 a.m. make sure all students have stopped
working on their displays and left the room. Do not let anyone into setup displays after 7:30 a.m.

O Ensure displays fit within the display dimensions as marked after setup time is completed. Fill out
the room consultant information on the point summary for each entry before participants give their
oral presentations for the evaluators.

Serve as a doorkeeper for the event and enforce the no spectator policy.

O Check off participant names on time schedule when they present.

0 Encourage evaluators to make constructive and thorough comments on rubrics.

O Keep evaluators on schedule, and check for blank score bubbles on rubrics.

O Total points on rubrics and point summary form, and indicate the final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric and the point summary form. If
ratings are not consistent, remind evaluators that we ask evaluation teams to be within a 10-point

range.

O Collect and return rubrics and point summary form to the Assistant Lead Consultant in team number
order.

O Collect and return supplies to the Assistant Lead Consultant.

O In necessary, assist with the breakdown and removal of displays. Follow the direction of the Lead or
Assistant Lead Consultant following the last team of the day. Return any remaining materials to the
Lead Consultant.

O Assist with Recognition Sessions if needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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FASHION CONSTRUCTION YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants’ orientation to review specific responsibilities.
Assist adult room consultants as needed.

Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the adult room consultant.

Usher participants from outside the room to their display for their oral presentation and introduce
them to the team of evaluators.

Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 4 minutes (one minute warning)
= stop participants at 5 minutes
= allow 5 minutes for questioning by evaluators
= insure that all audio and/or visual recordings are limited to 1 minute playing time

Following the question session, usher participants out of the room and allow 5 minutes for evaluators
to review displays and prepare for the next entry before bringing in the next participants.

Have participants complete the STAR Events evaluation form following their presentation outside of
the competition room and collect completed forms. Return all evaluations with the other competition
materials to the Assistant Lead Consultant at the end of the day.

Thank participants for their time and participation and usher the next participants in.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions, if needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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FASHION CONSTRUCTION EVALUATOR

O Participants may give up to a 5 minute oral presentation of their project to the evaluators. Following
the presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification. The evaluators will take 5 minutes to review the
display following the interview.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Q Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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FOCUS ON CHILDREN ADULT ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring acalculator to the National Leadership Conference for totaling rubrics.

At the National Leadership Conference

O Attend the room consultants’ orientation to review specific responsibilities.
O Assist with participant registration/orientation.

a Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

O Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the youth room consultant.

O Assist with setup and serve as room doorkeeper. Allow participants 30 minutes to setup displays in
designated space, from 7:00 to 7:30 a.m. only. At 7:30 a.m. make sure all students have stopped
working on their displays and left the room. Do not let anyone into setup displays after 7:30 a.m.

O Ensure displays fit within the display dimensions as marked after setup time is completed. Fill out
the room consultant information on the point summary for each entry before participants give their
oral presentations for the evaluators.

Serve as a doorkeeper for the event and enforce the no spectator policy.

O Check off participant names on time schedule when they present.

0 Encourage evaluators to make constructive and thorough comments on rubrics.

O Keep evaluators on schedule, and check for blank score bubbles on rubrics.

O Total points on rubrics and point summary form, and indicate the final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric and the point summary form. If
ratings are not consistent, remind evaluators that we ask evaluation teams to be within a 10-point

range.

O Collect and return rubrics and point summary form to the Assistant Lead Consultant in team number
order.

O Collect and return supplies to the Assistant Lead Consultant.

O In necessary, assist with the breakdown and removal of displays. Follow the direction of the Lead or
Assistant Lead Consultant following the last team of the day. Return any remaining materials to the
Lead Consultant.

O Assist with Recognition Sessions if needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.

-‘%‘% FCCLA 2009 National STAR Events Management Manual 88



FOCUS ON CHILDREN YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants’ orientation to review specific responsibilities.
Assist adult room consultants as needed.

Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the adult room consultant.

Usher participants from outside the room to their display for their oral presentation and introduce
them to the team of evaluators.

Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators
= ensure that all audio or audiovisual recordings are limited to 1 minute playing time

Following the question session, usher participants out of the room and allow 5 minutes for evaluators
to review displays and prepare for the next entry before bringing in the next participants.

Have participants complete the STAR Events evaluation form following their presentation outside of
the competition room and collect completed forms. Return all evaluations with the other competition
materials to the Assistant Lead Consultant at the end of the day.

Thank participants for their time and participation and usher the next participants in.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions, if needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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FOCUS ON CHILDREN EVALUATOR

Q

Participants will give up to a 10 minute oral presentation of their display. Following the
presentation, the evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification. The evaluators will take 5 minutes to review the
display following the interview.

Score the entry and discuss in private with the other evaluators on your team.

Spend a few minutes reviewing strengths and areas for improvement of the presentation.

Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

At the end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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HOSPITALITY ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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HOSPITALITY YOUTH ROOM CONSULTANT
Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference
O Attend room consultants meeting to review specific responsibilities.
O Assist adult room consultants as needed.
O Introduce each participant or team to the evaluators.

O Serve as timekeeper for the event.

= begin timing as participant(s) begin their oral presentation

= hold up warning card at 9 minutes (1 minute remaining)

= stop participants at 10 minutes

= after the oral presentation , escort participants to the case study room and provide with
note cards and pencil for preparing presentation. Stay with the participants.

= allow 10 minutes for participants to prepare a response to the presentation of case study
(begin timing when participants are seated in case study room). After 10 minutes, escort
participants back to evaluation room. DO NOT ALLOW VISITORS IN CASE STUDY
ROOM. If more than one team is working in the room at the same time, ask all
participants to work quietly. Collect the case study sheet from participants and leave with
the case study room consultants. Do not remove it from the case study room.

= allow up to 5 minutes for case study response.

= allow 5 minutes for questioning by evaluators

O Direct the participants outside of the event room after the 5 minutes of questions so evaluators
may complete rubrics.

O Have the participants complete the STAR Events evaluation form and collect completed forms to
give to the Assistant Lead Consultant at the end of the day.

O Thank the participants for their work and presentation.

O Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

O Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

O Give evaluators the next portfolio to review once they have finished scoring.

O Atthe end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

O Thank evaluators at the end of the event.

O Assist with Recognition Sessions as needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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HOSPITALITY EVALUATOR

O Participants may give up to a 10 minute oral presentation of their project to the evaluators.
Following the oral presentation, participants will be given a written case study related to their
project area. They will have 10 minutes to prepare a response to the case study. Then
participants will have 5 minutes to present the case study response to evaluators. After the case
study presentation, evaluators will have 5 minutes to question participant and determine their
knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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ILLUSTRATED TALK ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ file folder while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Once complete, distribute the file folder contents appropriately to the evaluators to

review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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ILLUSTRATED TALK YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= allow 5 minutes to setup
= begin timing as participant(s) begin their up to 10 minute oral presentation of project
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for evaluators to interview participant(s)
= ensure that all audio recordings are limited to 1 minute playing time

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next file folder to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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ILLUSTRATED TALK EVALUATOR

O Each evaluator will have 5 minutes to review the participant file folder information prior to the
presentation.

O Participants may then give up to a 10 minute presentation supported by visual aids about issues
concerning Family and Consumer Sciences and/or related occupations.

O Following the oral presentation, evaluators will have 5 minutes to question participants and
determine their knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.
O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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INTERIOR DESIGN ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ file folder while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Once complete, distribute the file folder contents appropriately to the evaluators to

review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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INTERIOR DESIGN YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 14 minutes (one minute warning)
= stop participants at 15 minutes
= allow 5 minutes for questioning by evaluators
= ensure that all audio and/or visual recordings are limited to 1 minute playing time

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next file folder to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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INTERIOR DESIGN EVALUATOR

O Evaluators will have 5 minutes to review the participant file folder information prior to the
presentation.

O Participants may give up to a 15 minute oral presentation of their project to the evaluators. Following
the presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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INTERPERSONAL COMMUNICATIONS ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ file folder while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Once complete, distribute the file folder contents appropriately to the evaluators to

review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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INTERPERSONAL COMMUNICATIONS YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

s

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.

= allow 5 minutes for setup

= begin timing as participant(s) begin their oral presentation

= hold up warning card at 4 minutes (one minute warning)

= stop participants at 5 minutes

= allow 5 minutes for evaluators to interview participant(s)

= after the oral presentation and evaluator interview, escort participants to the case study
room and provide with note cards and pencil for preparing presentation. Stay with the
participants.

= allow 10 minutes for participants to prepare a response to the presentation of case study
(begin timing when participants are seated in case study room). After 10 minutes, escort
participants back to evaluation room. DO NOT ALLOW VISITORS IN CASE STUDY
ROOM. If more than one team is working in the room at the same time, ask all
participants to work guietly.

= allow up to 5 minutes for case study response. Evaluators may question participants
about their response at this time.

Direct participants outside of the event room after the evaluators questions have concluded so
the evaluators may complete their rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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INTERPERSONAL COMMUNICATIONS EVALUATOR

O 5 minutes prior to each presentation, evaluators will receive a copy of the participant file folder
information for preview.

O Participants may then give up to a 5 minute oral presentation of their project.

O Following the oral presentation, evaluators will have 5 minutes to question participants about the
project.

O Evaluators will be provided multiple copies of case studies pertaining to various Interpersonal
Communications categories. Evaluators will select one case study that most closely correlates to
the participant’s project.

O An evaluator will read the selected case study to the participant(s), and give a copy of that case
study to the participant(s). The participant(s) will be escorted to the case study room by the youth
room consultant to compose a response.

O While participants are completing the case study, evaluators should complete sections one and
two of the rubric, and become familiar with the next entry’s file folder information.

O Participants will return to the room and present up to a 5 minute response to the case study to the
evaluators. The participants will return the case study to the evaluators. Evaluators may
guestion participants and determine their knowledge of the subject or ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Q Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!

-‘%‘% FCCLA 2009 National STAR Events Management Manual 114












JOB INTERVIEW ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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JOB INTERVIEW APPLICATION ROOM - ROOM CONSULTANT

Prior to the event

Q

Q

Read the event rules and the management manual section for your event thoroughly.

Bring a calculator to National Leadership Conference for totaling rubrics.

At the National Leadership Conference

a

Q

Assist with participant registration/orientation if needed.

Attend room consultants meeting to review specific responsibilities.

Prior to the event, check your room setup.

Setup reception area close to entrance of designated application room.

Greet participants, collect portfolios, and give participant instructions on procedures for
completion of application. Allow participants a maximum of 15 minutes to complete the
application form.

When the application is completed give it to a youth consultant to add to the portfolio.

Have participants wait in application room until interview.

Have youth consultant meet participants at the application room and escort them to the correct
interviewing room or station.

Check off participant’s names on the time schedule when they have completed the application.
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JOB INTERVIEW YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

a
a

Q

s

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.

Serve as timekeeper for the event.

= allow the adult room consultant and evaluators up to 15 minutes to review the
participant’s portfolio

= during the portfolio review, escort the participant to the application room. Stay in the
application room and allow the participant 15 minutes to complete the application. Start
the time when the participant is seated with all materials from the application room
consultant

= after 15 minutes, escort the participant back to the competition room with their completed
application

= Introduce each participant to the evaluators.

= allow 20 minutes for the interview. Start time when an evaluator asks the first question
and try to find a natural break in the conversation before calling time.

Direct the participant outside of the event room after the interview so evaluators may complete
their rubrics.

Have the participant complete the STAR Events evaluation form and collect completed forms to
give to the Assistant Lead Consultant at the end of the day.

Thank the participant for their work and participation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next portfolio.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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JOB INTERVIEW EVALUATOR

O The application form must be completed in blue or black ink. The participants may use a copy of
their resumé and letters of recommendation as references.

O Evaluators will have 15 minutes to review the information and then the portfolio will be returned to
the student.

O The participant will enter the Job Interview Room escorted by a room consultant. The room
consultant will introduce the participant to the evaluators.

O Participants may present their portfolio during their up to 20 minute interview.
O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation. Make
written remarks on the rubric or the provided comment sheets.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Q Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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LIFE EVENT PLANNING ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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LIFE EVENT PLANNING YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= allow participants 5 minutes to setup; other persons may not assist
= allow the adult room consultant and evaluators 10 minutes to review the portfolio
= begin timing when participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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LIFE EVENT PLANNING EVALUATOR

O Review the participant’s portfolio 15 minutes prior to the presentation.

O

Participants may give up to a 10 minute oral presentation of their project to the evaluators.
Following the oral presentation, evaluators will have 5 minutes to question participant and
determine their knowledge of the subject or to ask for clarification.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation. Make
written remarks on the rubric or the provided comment sheets.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score,
double check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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NATIONAL PROGRAMS IN ACTION ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ file folder while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Once complete, distribute the file folder contents appropriately to the evaluators to

review.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

At the end of the day complete the room consultant evaluation and submit to the youth room
consultant.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.

-‘%‘% FCCLA 2009 National STAR Events Management Manual 131



NATIONAL PROGRAMS IN ACTION YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.
Serve as timekeeper for the event.
= allow 5 minutes to setup
= begin timing as participants begin their oral presentation
= hold up warning card at 14 minutes (one minute warning)
= stop participants at 15 minutes
= allow 5 minutes for evaluators to interview participants
= insure that all audio or audiovisual recordings are limited to 1 minute playing time

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Allow evaluators a few minutes to write comments and discuss the entry among themselves
before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next file folder to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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NATIONAL PROGRAMS IN ACTION EVALUATOR

Q

The file folder must follow the criteria for file folders found in the SPECIFICATION SECTION of
the National Programs in Action Event guidelines of the STAR Events Manual.

Each evaluator will have 5 minutes to review the participant’s file folder information prior to the
presentation.

Participants may give up to a 15 minute presentation supported by visual aids.

Following the presentation, evaluators will have up to 5 minutes to question participants and
determine their knowledge of the subject or ask for clarification.

Score the entry and discuss in private with the other evaluators on your team.
Spend a few minutes reviewing strengths and areas for improvement of the presentation.

Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

At the end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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PARLIAMENTARY PROCEDURE ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to National Leadership Conference for totaling rubrics.

At the National Leadership Conference

a

Q

Attend room consultants meeting to review specific responsibilities.

Assist with participant registration/orientation.

Prior to the event, check preparation room setup for correct number of tables and chairs.

Score the participants’ Parliamentary Procedure Knowledge Tests and record results on the Point
Summary form. Total and average the test score before the team conducts their demonstrated
meeting.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off the participant’'s names on the time schedule as they complete the demonstrated
meeting.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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PARLIAMENTARY PROCEDURE YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.

Escort teams from the planning room to the competition room at the appropriate time and
introduce each team to the evaluators.

Serve as timekeeper for the event.
= participants will have 20 minutes from gavel to gavel to demonstrate their knowledge of
parliamentary procedure.
= hold up warning card at 15 minutes (five minute warning) and at 19 minutes (one minute
warning)
= stop participants at 20 minutes
= evaluators are not allowed to ask questions following the demonstrated meeting
Following the demonstration, make sure the secretary turns in the meeting notes to evaluators.
Direct participants outside of the event room while evaluators complete their rubrics.

Have participants complete STAR Events evaluation form and return to room consultants before
leaving the event area.

Allow evaluators time to write comments and discuss the entry before bringing in the next team.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions.

Do not discuss ratings with anyone prior to Recognition Sessions.
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PARLIAMENTARY PROCEDURE PLANNING ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

s

Attend room consultants meeting to review specific responsibilities.

Assist with participant registration/orientation.

Make sure all handouts and resources are in the room before the event begins.

Greet participants and distribute necessary handouts/resources.

Allow 15 minutes preparation time for teams. Give a one minute warning at 14 minutes.

Check off the participant’'s names on the time schedule as they complete preparation for
demonstration.

Ensure that participants are not making unacceptable notes for the demonstrated meeting.

Keep all individuals who are not participating or volunteering with the Parliamentary Procedure
event out of the planning room and do not allow participants to talk to other people between the
planning and competition rooms.

At the end of the preparation time collect Robert’s Rules of Order Newly Revised 10" Edition and
any items besides the agenda, secretary report/minutes, a blank secretary’s record, treasurer’'s
report, committee reports, main motions, and gavel. All other items or documents are not allowed
in the competition room and no other notes should be made.

Ensure that the appropriate competition room youth room consultant is ready to escort the team
to presentation room for their demonstrated meeting.

Assist with Recognition Sessions if needed.

Do not discuss participant performance with anyone prior to Recognition Sessions.
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PARLIAMENTARY PROCEDURE EVALUATOR

O Robert’s Rules of Order Newly Revised 10" Edition is used as the authority for this event.

O Participants will demonstrate a meeting for up to 20 minutes in order to present their working
knowledge of basic parliamentary law by running a business meeting.

O Following adjournment of the meeting the secretary will turn in the meeting notes.

O Evaluators will not be given time to ask questions of the team following the demonstrated
meeting.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation. Make
written remarks on the rubric or the provided comment sheets.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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PROMOTE AND PUBLICIZE FCCLA! ADULT ROOM CONSULTANT

Prior to the Event

Q

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a calculator to the National Leadership Conference for totaling points.

At the National Leadership Conference

a

a

Attend room consultants meeting to review specific responsibilities.
Assist with participant registration/orientation.

Prior to the event, check your room setup and materials. Review room consultant information
and organize evaluator materials.

Serve as doorkeeper for the event and enforce the no spectator policy.

Check off participant names on time schedule when they present.

Collect and review participants’ portfolios while they are setting up. Record points on the
corresponding point summary form, and confer with the event lead consultant if there are any
guestions. Then give the portfolios to evaluators and encourage them to score the “Portfolio”

section of the rubric.

Following the participants’ presentations, encourage evaluators to make constructive and
thorough comments on the rubrics or provided comment sheets.

Keep evaluators on schedule and check for blank areas on rubrics.

Total points on rubrics and point summary form, and indicate final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric next to the total points box and in
the space provided on the point summary form. If ratings are not consistent, remind evaluators
that we ask evaluation teams to be within a 10-point range.

Collect and return rubrics and point summary forms to the Assistant Lead Consultant in team
number order.

Collect and return supplies to the Assistant Lead Consultant.
Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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PROMOTE AND PUBLICIZE FCCLA! YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

a

Q

s

Attend room consultants meeting to review specific responsibilities.
Assist adult room consultants as needed.
Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= allow participants 10 minutes to setup; other persons may not assist
= allow the adult room consultant and evaluators 15 minutes to review the portfolio
= after setup and during the portfolio review, escort participants to the writing sample room
and stay with the participants
= allow the participants 15 minutes to complete the writing sample and then collect the
completed writing sample and leave the extra sheets of paper and notes with the writing
sample room consultant.
escort the participants back to the competition room for the oral presentation
begin timing when participants begin their oral presentation
hold up warning card at 9 minutes (one minute warning)
stop participants at 10 minutes
ensure that audio or audiovisual recordings are limited to 5 minutes playing time
= allow 5 minutes for questioning by evaluators

Direct participants outside of the event room after the 5 minutes of questions so evaluators may
complete rubrics.

Have participants complete the STAR Events evaluation form and collect completed forms to give
to the Assistant Lead Consultant at the end of the day.

Thank the participants for their work and presentation.

Give the evaluators the completed writing sample and allow them a few minutes to write
comments and discuss the entry among themselves before bringing in the next participant.

Collect rubrics and point summary form at the end of each presentation, and give to adult room
consultant.

Give evaluators the next portfolio to review once they have finished scoring.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions as needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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PROMOTE AND PUBLICIZE FCCLA! EVALUATOR

O Review the participant’s portfolio 15 minutes prior to the presentation.

O Participants may give up to a 10 minute oral presentation of their project to the evaluators.
Following the oral presentation, evaluators will have 5 minutes to question participant and
determine their knowledge of the subject or to ask for clarification.

a Participants will turn in a writing sample completed on site for your review. Evaluate the writing
sample using the corresponding section of the rubric.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation. Make
written remarks on the rubric or the provided comment sheets.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for
review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score,
double check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.
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RECYCLE AND REDESIGN ADULT ROOM CONSULTANT

Prior to the Event

0 Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

O Bring acalculator to the National Leadership Conference for totaling rubrics.

At the National Leadership Conference

O Attend the room consultants’ orientation to review specific responsibilities.
O Assist with participant registration/orientation.

a Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

O Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the youth room consultant.

O Assist with setup and serve as room doorkeeper. Allow participants 30 minutes to setup displays in
designated space, from 7:00 to 7:30 a.m. only. At 7:30 a.m. make sure all students have stopped
working on their displays and left the room. Do not let anyone into setup displays after 7:30 a.m.

O Ensure displays fit within the display dimensions as marked after setup time is completed. Fill out
the room consultant information on the point summary for each entry before participants give their
oral presentations for the evaluators.

Serve as a doorkeeper for the event and enforce the no spectator policy.

O Check off participant names on time schedule when they present.

0 Encourage evaluators to make constructive and thorough comments on rubrics.

O Keep evaluators on schedule, and check for blank score bubbles on rubrics.

O Total points on rubrics and point summary form, and indicate the final rating. Show evaluators final
ratings for each participant and have evaluator initial their rubric and the point summary form. If
ratings are not consistent, remind evaluators that we ask evaluation teams to be within a 10-point

range.

O Collect and return rubrics and point summary form to the Assistant Lead Consultant in team number
order.

O Collect and return supplies to the Assistant Lead Consultant.

O In necessary, assist with the breakdown and removal of displays. Follow the direction of the Lead or
Assistant Lead Consultant following the last team of the day. Return any remaining materials to the
Lead Consultant.

O Assist with Recognition Sessions if needed.

O Do not discuss ratings with anyone prior to Recognition Sessions.
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RECYCLE AND REDESIGN YOUTH ROOM CONSULTANT

Prior to the Event

Q

Read all information provided through the mail and online from FCCLA national headquarters for
room consultants in your event thoroughly.

Bring a stopwatch to National Leadership Conference for timing events. A wristwatch is not
acceptable.

At the National Leadership Conference

Q

Q

Attend room consultants’ orientation to review specific responsibilities.
Assist adult room consultants as needed.

Arrive early 30 minutes prior to the designated participant setup time to familiar yourself with your
station.

Room consultants need to be at the door and at stations helping students find their assigned table or
floor space. Coordinate participant assistance with the adult room consultant.

Usher participants from outside the room to their display for their oral presentation and introduce
them to the team of evaluators.

Introduce each participant or team to the evaluators.

Serve as timekeeper for the event.
= begin timing as participants begin their oral presentation
= hold up warning card at 9 minutes (one minute warning)
= stop participants at 10 minutes
= allow 5 minutes for questioning by evaluators
= ensure that all audio and/or visual recordings are limited to 1 minute playing time

Following the question session, usher participants out of the room and allow 5 minutes for evaluators
to review displays and prepare for the next entry before bringing in the next participants.

Have participants complete the STAR Events evaluation form following their presentation outside of
the competition room and collect completed forms. Return all evaluations with the other competition
materials to the Assistant Lead Consultant at the end of the day.

Thank participants for their time and participation and usher the next participants in.

At the end of the day complete the room consultant evaluation form and collect completed
evaluations from the evaluators and adult room consultant. Return evaluations to the Assistant Lead
Consultant with the other competition materials.

Thank evaluators at the end of the event.

Assist with Recognition Sessions, if needed.

Do not discuss ratings with anyone prior to Recognition Sessions.
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RECYCLE AND REDESIGN EVALUATOR

O Participants may give up to a 10 minute oral presentation of their project to the evaluators. Following
the presentation, evaluators will have 5 minutes to question participants and determine their
knowledge of the subject or ask for clarification. The evaluators will take 5 minutes to review the
display following the interview.

O Score the entry and discuss in private with the other evaluators on your team.

O Spend a few minutes reviewing strengths and areas for improvement of the presentation. Make
written remarks on the rubric or the provided comment sheets.

O Complete the rubric and initial your rubric next to the “Total Score” box at the bottom of the
second page.

O Submit your final rubric and any additional comment sheets to the adult room consultant for review.

O Once the adult room consultant has finished reviewing and totaling the participant’s score, double
check for accuracy and initial the Point Summary Form where directed.

O Atthe end of the day complete the evaluator evaluations form and submit to the youth room
consultant.

O Thank the room consultants for their assistance and work throughout the day.

DO NOT INFORM PARTICIPANTS OF THEIR SCORE OR RATING!
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