Job Description 

ADJUDICATOR’S SECRETARY
In general, your job is to provide assistance to the adjudicator by processing paperwork and to assist competitors in having a positive experience.
Each adjudicator has a particular style and preferences, so ask how they want things done.

1. Arrive 45 minutes before the start of session. Put your name tag on. Check to make sure there are adequate supplies, including bottled water. Arrange your desk to be ready to give sheets and music to the adjudicator.  

2.  Remove the folder for the session at hand, from the file box.  Make sure that all class folders are there and complete. Have the adjudicator sign the adjudication sheets and certificates before the session begins.

3.  Prepare music provided by Festival for set pieces.  About 5-7 minutes before the start of the session [and between classes] collect “own choice” music from the Registration Desk and check to make sure it is labelled and in correct order, ready for the adjudicator.  Volunteers should have them tabbed with Class # and Competitor # and in order for you.


Remember NO PHOTOCOPIES ALLOWED!!  Music from an online source must be accompanied by a receipt. If you notice a photocopy, discreetly contact competitor, teacher and/or parent to obtain an original copy. If necessary, access spare festival books and/or books from other competitors/teachers to solve issue.
4.  If you are told a competitor will not be participating, cross the name out in the official desk program and in the adjudicator’s program.  Remove the adjudication sheet and certificate from the stack; write “not present”, fold and place in class folder.  
5.  If a competitor is not present at beginning of class, inform the adjudicator.  When it is their turn to perform, they will be called for from the audience.  If not present, remove adjudication sheet and certificate and set aside in case they arrive late.  If they don’t show before the end of the class, write “not present”, fold and place in class folder.
6.  If the Hall Convenor is busy, you may need to start the session or class by welcoming people and giving reminders re cell phone and recording as per prepared script.
7.  When the class is finished, get the marks from the adjudicator and record them in the “official desk copy” of the program.  Record the Gold/Silver/Bronze placement in the “Media Copy” of the program.  Marks are confidential and are NOT to be made public or given to media.
8.  All competitors receive a Certificate.  Certificates for each class are in the same folder as the adjudicator sheets.  All certificates that should receive a gold/silver/bronze seal in accordance with the adjudicator’s decision. The adjudicator will give out the certificates and adjudication sheets after speaking with competitors. Gold 87 & above; Silver 84 – 86; Bronze 80 – 83

9.  Competitors, parents and teachers are not allowed to talk to the adjudicator before or during class.  Any comments made to you by the adjudicator are strictly confidential. You should refrain from commenting on competitors or performances to the adjudicator.
