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Spelling Bee Tournament
In this toolkit you will find various tools to plan, market and implement a Spelling Bee tournament. 

Goals for tournament:

· Provide a fun and organized tournament experience.
· Provide a high energy and family setting. 
Goals for students:

· Practice good behavior. 

· Maintain a positive mindset. 

· Socialize and meet students from different schools. 
Types of Rooms and Purposes: 

· One large room for tournament registration (Gym or multipurpose room) - 5 long tables, one for each division and one for awards; seating for parents, students and coaches.

· 4 classrooms – each with one long table for pronouncer and judges; chairs for competitors in front of the room and spectator seating in the back.   
Pre-Tournament: 
· Start a spelling bee program; once students are ready to compete:

· Write up a budget. 
· Find space / get permission for space. 
· Set a date for the tournament.
· Find Volunteers as pronouncers and judges. 

· Designate responsibilities. 
· Create and prepare an event registration packet.
· To keep organized during this process use the NJA3 event check off list.
· Draft agenda for the day.
6-4 weeks before Tournament: 

· Advertise tournament in NJA3 weekly announcements with a link to the registration packet.

· Contact caterer to supply light refreshments or lunch.  

· Finalize venue and space for tournament. 

· Start recruiting volunteers as pronouncers and judges for K-2nd, 3rd-5th and 6th-8th 

· Develop volunteer assignments and responsibilities.
· Order awards and event T-shirts. 

· Notify emergency services that you will be occupying the space.
· Make sure someone on staff or volunteers is 1st aide/CPR trained. 
3-2 weeks before Tournament: 

· Call caterer to give estimated numbers for the event. 

· Develop a Press Release.  

· Contact NJA3 Media Relations Manager, Shannon Boehmer, at sboehmer@njafter3.org  to notify and send out a Press Release to local media outlets. 

· Confirm volunteers as pronouncers.

· Assign volunteers as pronouncers roles and responsibilities. 

· Develop signs for event parking and room assignments. 

· Confirm awards and event T-shirts. 

· Finalize agenda for the tournament.
1 week before Tournament:

· Close tournament registration. 

· Send out registration confirmations and reminders to all competitors.
· Confirm break out rooms and tournament space for the day of the event.  

· Call caterer for final numbers for the event and estimated delivery time. 

· Prepare payment for all vendors. 

· Meet with or notify volunteers about assigned roles and responsibilities.

· Remind volunteers as pronouncers of responsibilities and arrival time.    

· Pick up awards and t-shirts.
· Remind local emergency services that you will be occupying the space. 
Day before Tournament:

· Confirm staff arrival time at venue and rooms.
· Distribute final agenda for the tournament for staff, volunteers and referees. 

· Email reminders to all volunteers about arrival time.

· Call caterer for delivery time. 

· Check cameras for charged batteries. 

· Print and gather signs for parking and room assignments.
· Print and pack registration listing, tournament numbers. 

· Pack NJA3 banner and CBO signage/banner. 

· Pack T-shirts and awards.
Day of Tournament:

Set-up 7:30-8:45am (this can be done before if possible)
· Set-up registration tables with registration listing, room assignment, competitors’ numbers, and event t-shirts.

· Set-up break-out rooms for parents and non-playing students.  

· Hang room signs for tournament space. 

· Post directional signs for parking and to the building. 

· Set-up NJA3 banner and CBO signage/banner.
Competitor Registration 9:30-10am

· Competitors arrive and registration. 

· Registration table attendants check in students; confirm grade and school; give competitor number and event t-shirt. 

· After competitor checks-in direct to main area for welcome and overview of the day. 
Opening Remarks 10-10:30 am

· Welcome 

· Run down the day’s agenda. 

· Introduce staff and referees.   

· Review rules.
· Confirm that all students are in the correct grade grouping. 

· Instruct that all parents and non-playing students to not speak during the tournament for respect the competitors during the tournament reduce the noise level. 
· Go over sportsmanship. 

· Wish everyone luck and to remind them this is a time for them to have fun. 

** During the Opening Remarks the registration table should be broken down and packed up. **
Tournament starts 10:30 am

· Confirm that all referees are at their posts. 

· Referees make sure competitors are at the correct board and have the correct color. 

· Referees will let students know when they should begin. 

· Once a pairing is finished with a game those students must raise their hand to get a referee to record the results.  Those students will then enter the break out room.  Students who are not playing should not enter the tournament area for respect of the tournament players. 

Award Presentation 

· Gather competitors to the main room. 

· Thank all of the competitors and congratulate them on a job well done. 

· Recognize referees, volunteers and staff. 

· Thank parents for coming out. 

· Give out awards for each grade and overall. 

· Get a group photo.  

· Have volunteers distribute tournament favors to all competitors as competitors leave.     

Clean-up 2-3pm 

· Make sure that rooms that were occupied are left like found.

· Pack up and break down all signage and banners. 

· Have an inventory of remaining t-shirts and tournament favors.
· Keep a running list of which cars the materials are located.
After the Tournament: 

· Upload photographs.

· Mail Thank you letters to competitors’ coaches/ site coordinators for participating in the tournament.

· Email a thank you note to Referees, volunteers, staff and supporters of the tournament.   

· Send a listing of tournament results and 3 photos including group photo to your NJA3 Program Officer and Media Relations Manager, Shannon Boehmer.   

Tournament Pronouncer and Judges setup
The following sections should have one assigned pronouncer and 2 judges:

 

K-2nd

3-5th
6th-8th 

Materials for Spelling Bee Tournament:

· Word Listings (one for each level) 

· Competitor numbers 

· Webster’s Dictionary 
· Index cards with words and definitions 
· Bell to call end of round or misspelled word

Supply Box: 

Permanent Markers 

Highlighters

Pens/Pencils

Box of paper clips 

Stapler 

Box of staples 

Scissors

Tape 

· Masking

· Scotch 

· Packing 

· Duck

White out 

Blank Room signs 

Blank directional signs

Extension cords / surge protectors

Extra Batteries for camera 

First Aid Kits (can accommodate # of participants)

References: 

Scripts National Spelling Bee
The Bee is the nation’s largest and longest-running educational promotion, administered on a not-for-profit basis by The E.W. Scripps Company and 267 sponsors in the United States, Europe, Canada, New Zealand, Guam, Jamaica, Puerto Rico, the U.S. Virgin Islands, and American Samoa. Here you can look up valuable information about facilitating a spelling bee, including rules and regulations.  http://spellingbee.com/index.asp 
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