Florida Federation of Colorguards Circuit 

Contest Staff 

*** DRAFT ***


Tabulator 

Job Description 

The Tabulator will be responsible for the tabulation of contest scores at a FFCC-sponsored contest. There will be Tabulators assigned to each of the three regions; Northeast, Central and Southwest with the boundaries being defined each year after contests have been awarded.  
The Tabulator will report to the FFCC Regional Contest Coordinator and be a paid independent contractor. Tabulator will be determined based off of review and recommendation of the Board of Officers. More than one tabulator may be selected for each region and the announcer and Soundperson positions may be combined based on the skill sets of the individual.
 
Application Process 

1. Interested candidates that meet the below qualifications must submit an application each year using the form provided on the FFCC web site. 

2. All applications must be received by September 30 to be considered for the following season. Exceptions may be made by the Board of Directors when insufficient qualified applications are received by the deadline.
3. The FFCC Board will review all applications and recommendations of the Contest Coordinator and make a selection by October 15th. 

4. The Contest Coordinator will notify all candidates of the Board's decision immediately thereafter. 

Qualifications 

  

All Tabulators must:

1. Have no primary affiliation with a color guard or percussion unit in their region. 

2. Submit an on-line availability form each season by the date indicated on the form. 
3. Be PC literate, is detailed orientated, good with numbers, be able to work with unites performing in the same area and can supervise volunteer assistant tabulator(s) and students that will be running sheets and tapes from judges. 
4. Have a working knowledge of the scoring process of a FFCC colorguard and percussion contest (training will be provided). 

5. Have complete knowledge of the WGI Tabulation program (training will be provided). 

Job Duties & Responsibilities 

1) The Tabulator will report the contest site at least one and half (1½) hours prior to the contest start time to meet with the Contest Director.

2) The Tabulator is responsible to set-up PC and printer and enters all contest information into the WGI Tabulation program.

3) One (1) hour prior to show a meeting will be held with the volunteer assistant tabulator(s) to explain their responsibilities.
4) One half (½) hour prior to the show a meeting will be held with the judge runner(s) to explain their responsibilities.  Their primary responsibility to collect the judge’s sheets and tapes and return them to the tabulation table.  There will be an instruction sheet provided to cover their function.

5) When the judges’ sheets are returned to the tabulation table, the following activities are performed:

a) A validation is made that all sheets and tapes are for the appropriate unit (should be the last unit) have been collected.
i) For colorguard units there will be six (6) sheets (Movement, Equipment, Ensemble Analysis, two (2) General Effect and Timing & Penalty) and five (5) tapes (no tape for Timing & Penalty).

ii) For Marching Percussion units there will be four (4) sheets (Performance Analysis, Visual, General Effect and Timing & Penalty and (3) tapes (no tape for Timing & Penalty).
iii) For Concert Percussion units there will be three (3) sheets (Performance, Artistry and Timing and Penalty) and two (2) tapes (no tape for Timing and Penalty).

b) Each sheet is checked that they are signed, all scoring boxes have been filled out, all numbers are legible and that the sheet totals are accurate.  If there are any discrepancies, the Tabulator will return the sheet to the judge for corrections.  All corrections must be initialized by the judge.

c) After the sheets are validated, the scores will be entered on the manual tabulation sheet and into the computer.  A validation that the two system’s total score for the unit will be performed.  A tape will be created for the sheets and this will be stapled to the sheets.

d) The sheets will them be placed into an envelope marked for the unit.

e) Tapes will be put into the bag marked for the unit and then placed on the trophy table after the unit on the floor is completed for pick-up by the unit.

6) After each class has been completed, a recap sheet will be printed for each judge. After the recap has been approved by the Chief Judge, a recap will be printed and put into each unit’s envelope of that class.  

7) For units in the Evaluation Class, a certificate indicating their rating will be prepared.

8) The Announcer’s Contest Results sheet should be filled-out after each class’s results are verified.

9) The Tabulator will notify the Contest Director when the last class in the show results has been verified.

10) The Tabulator will give the completed Contest Results to the Contest Director.
11)  The Tabulator will assist the Contest Director with retreat.  Make sure that all remaining tape bags are handed out to their respective units during retreat.

12) After the show the Tabulator is responsible for taking down and packing the PC, printer and supplies.  The manual tabulation sheet will be given to the Contest Director. 

13) The Tabulator may be assigned additional duties and responsibilities as needed by the Contest Director. 
Revision Date 10/07/07 



