Polk Regional Science and Engineering Fair

Preparing to Be a Science Fair Coordinator

(adapted from ISEF)

Getting Started – Meet With Teachers And/Or Administrator
1. Meet with members of the science department and an administrator to decide on the format of the fair. 

2. Decide if participation will be mandatory or voluntary.

a. Consider all levels of students and who will be required.

b. Decide how teachers will encourage students to participate.

c. Decide upon format for project presentation.

3. With the committee’s help, establish a project timeline that will be distributed to all students. 

a. Select a date for the school science fair.

b. Select due dates for each section of the project.

c. Schedule time in media center and/or computer lab for topic selection, background research, and typing up project.

d. Decide if work will be done in class, and if before and after school sessions will be scheduled.

e. Decide upon dates that abstracts and forms must be to the person preparing the judging packets.

f. Place dates on school calendars.

4. Schedule the actual School Fair.

a. Schedule the time and the facilities for the fair - include an area for the fair and room for the judges to meet.

b. Decide on number of projects per teacher that will be allowed in the school fair. (Be sure you will have access to enough tables for exhibits.)

c. Decide upon format for presentation of projects to judges.

d. Schedule time for class and parent viewing of projects.

5. Schedule school awards ceremony. 

a. Decide what if any prizes will be offered. 

b. Decide on format and place for awards ceremony

6. Assign “Science Fair Jobs” to each teacher. (See example from Jewett Academy)

7. Affiliate with Regional Fair

a. Set up SRC and IRB

b. Send in affiliation paperwork

Preparing for the Fair
1. Review all rules on ISEF website and become familiar with rules and forms required.

2. Develop a package of material for students and parents.  Be sure to include the following: 

a. A cover letter from the science fair coordinators/teachers/principal to introduce the science fair to parents. 

b. An explanation of why students should participate in the program. 

c. An explanation of the parent’s role in the child’s project 

d. A timeline of important project due dates, after-school work sessions (if you will have these) and the actual science fair date. 

e. Explanation and sample of each part of the project.
f. Reference materials such as bibliography format and science fair sites.  (Be sure to include the ISEF site and tell kids that they must review the rules on this site.)

g. Copy of grading rubric.

h. Contract to be signed by both students and parents.

3.  Prepare students

a. Announce dates for the science fair. 

b. Provide rules and forms to the students as they plan their projects. 

i. If possible, take students to computer lab and familiarize them with the rules on the ISEF website.

ii.  Be sure that students understand that they can not begin their project until the required forms have been filled out including required signatures.  Check for proper dates.  Approval forms have to be dated BEFORE the project begins. 

c. Provide time for students to do topic research and background research.

d. Collect forms from students prior to them beginning actual experiment portion of project and review for correct signatures and dates.

e. Collect student work by sections and review. Give back corrections.

f. Collect final projects and choose those that will be included in the school fair. 

g. Conduct after-school project work sessions when students are done with projects and are ready to assemble their exhibit board. 

h. Schedule a classroom that can be used for project work after school. 

i. Schedule teachers (parent or college student volunteers to help and mentor students at the after-school sessions.     Have supplies, felt pens, construction paper, and computers for word processing available if possible. Note: Allow students to leave their boards at school if possible. (You will need a secure location to store project boards between sessions.) 

4. Recruit and prepare  for judges

a. Recruit judges at least three months prior to the fair. 

b. Create a recruiting letter, distribute and follow up by phone and/or email.  Ideas for places to get judges: 

i. Local volunteer agencies 

ii. Industry community affairs offices 

iii. Medical offices, hospitals 

iv. Local college science departments

v. Local research centers

c. Create a judges form (base this on regional format). 

d. Provide judges with judging guidelines and procedure. 

5. Set up scoring and judging criteria
a. Prepare a scoring rubric that provides judges with a way to assign a point total for each project. (See judging guidelines for Intel ISEF scale). 

b. Supply your judges with your scoring rubric prior to the fair to allow them time to become familiar and to ask questions as needed. 

c. Review judging criteria with your judges the day of the fair. Note: If possible, have each project judged by two judges. This will be helpful if there are any issues regarding a project. 

d. Decide upon the number of place winners there will be in each category.

e. Decide upon method for selecting Regional participants.

6. Arrange for ribbons and awards 

a. Request prize donations (usually PTA will pay for ribbons and certificate paper).

b. Order ribbons and certificates for students (You may be able to create the certificates with a word processor). Allow 4 to 6 weeks for delivery. 

c. Decide if anyone will receive medals and order them. 

d. If prizes are donated, decide how they will be awarded. 

e. Present prizes at school awards ceremony. 

7. Arrange for judges amenities

a. Request donations for refreshments for judges (PTA).

b. Arrange for judges “favors” (could be something with the school logo on it).

c. Order materials for actual judging (pencils, folders, colored paper, etc.).

8. Notify media of event.

Week Prior to the Fair

1. Finalize volunteer assignments: 

a. Facility set-up 

b. Collect and copy student abstracts

c. Help students to set up projects 

d. Provide refreshments for the judges 

e. Facility clean-up 

2. Assign project numbers and decide upon layout for judging. 

3. Create judging assignments and prepare judging packets to include following: 

a. Overall criteria/instruction sheet.

b. A copy of abstract and judging form for each student to be judged.

c. Judging assignment sheet that shows all judges and the project numbers  assigned to them.

d. One judge in each category will have the ‘winners’ sheet to write the names on  of the place winners. 

Day of the Fair

1. Set up judges area with refreshments including favors and candy on tables.

2. Meet with the judges to review judging criteria and judging assignments.

a. Stress the level of work that these students are doing.

b. Explain the importance of being positive with the students.

c. Explain the judging captain’s role and the criteria for suggesting projects that will be sent to Regional competition.

3. Collect winner’s sheets and write names on certificates. 

4. Decide on category/place  winners. It’s nice to announce the same day. 

5. Decide on  the finalists who will move onto the next fair (district, regional, etc.). 

6. Keep projects on display for staff, student, and parent viewing. 

After the Fair

1. Students pick up projects. 

2. Volunteers clean up display area and return tables. 

3. Write thank you notes to judges and volunteers. 

4. Send winners list to media (including school house news).

5. Congratulate all who participated on a job well done! 

6. Recruit students with superior projects to present at science classes, to encourage participation next year. Let them help spread the word. 

7. Ask classroom teachers to encourage their students to start new projects over the summer. 

8. Get started on next year’s fair! 

Prepare for Regional

1. Review and send paperwork to Regional Director.

2. Prepare packet to give students going to Regional.  Items to be included:

a. Congratulations letter

b. Permission slip

c. Chaperone request for parents

d. Instructions as to format for setting projects up for regional.

3. Decide upon and arrange for extra work sessions to make corrections to display boards for Regional.

4.  Assign chaperones and explain to them the format for day. 
