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Welcome to Your Year of Service
We're Glad You're Here!

Dear Advisors,

Congratulations and welcome to your year of service with the Indiana FFA! To some of
you, this journey may be a new adventure. To others, this is a new year with a new
president. Either way, your time as District Advisor will be quite rewarding for both you
and your students. Throughout this year, you will face frustrations and joys as you learn
the best methods to communicate and work with your District President. It is through
these obstacles that you will see yourself and your District President tap into a personal
growth zone. One of the most important things to remember throughout this year is that
you and your District President are a TEAM. Together you will work to plan and host
events, inspire young members in your district, and serve the Indiana FFA.

Over the course of the next twelve months, you will have a wide range of responsibilities
outside of your chapter and classroom. These tasks include everything from supporting
your District President to planning and hosting district-wide events. Organization and
open communication will play a crucial role to ensuring a successful year. Before you
begin, sit down with your District President, and discuss how you will communicate with
each other and work through conflict. Also consider discussing expectations such as who
will be responsible for what tasks. The following handbook has been designed for you to
use as areference in all tasks throughout the year. It is not a requirement that you
perform your tasks exactly as they are outlined in this document. Rather, use this as a
guide to improve your District Leadership. Even though this year may seem like a
whirlwind, reflect on each moment as a learning opportunity and see the impact you
leave on your District.
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Welcome to Your Year of Service
We're Glad You're Here!

District Presidents,

Congratulations and welcome to your year of service with the Indiana FFAI
You are one of Indiana FFA'’s top leaders. Over the course of the next
twelve months, you will have the opportunity to leave a lasting impact on
the association and FFA memibers across your district. Your year of service
will be quite rewarding as you step outside of your comfort zone and enter
the growth zone. However, there will be moments of frustration and
disappointment. Working with your Advisor will seem both exciting and
challenging as you learn to work together and communicate through
conflicts that arise as you plan and host events.

As the leader of your district officer team, it is important for you to help
them see their value and delegate tasks to each of them. There will be
times when it appears as though you are the only one who can do a task.
However, it is in those moments that you should lean on your district
officers for assistance. Holding meetings on a regular basis and
communicating with them openly about their duties and upcoming
eventsis crucial to a successful year in office. Additionally, as a feam, you
should create a series of goalls that you hope to accomplish. These goals
will help your feam see the value in menial tasks and drive them to make a
difference in the district. The following handbook has been designed for
you to use as areference for all tasks throughout the year. Itis not a
requirement that you perform tasks exactly as they are outlined in this
document. Use this as a guide to improve your District Leadership. Even
though this year may seem like a whirlwind, reflect on each moment as a
learning opportunity and see the impact you leave on your District.
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State Officer Requests

Thank you for your interest in requesting an Indiana FFA State Officer at your event! The State FFA
Officers are excited to serve the organization this year and keep members, supporters and sponsors
believing in FFA!

Travel costs for Indiana FFA State Officers is provided by the Indiana FFA Association for any FFA
related event. The State Officers will put an average of 30,000 miles on their vehicles during their
year in office travelling to chapter visits, district kick-offs, FFA Week events, convocations, chapter
banquets, and other chapter events. Their mileage is budgeted by the Indiana FFA Association and
most of the money for their mileage comes as part of the support given to the Indiana FFA
Association by the Indiana FFA Foundation. Certain portions of the year are sponsored, like
CountryMark's sponsorship of Banquet Season travel, but most are covered through the Indiana
FFA Foundation's general fund.

Requests that are not affiliated with a local FFA chapter or who are requesting a State FFA Officer
for a non-FFA event, will be asked to reimburse the Indiana FFA State Officer $.40/mile for travel
costs. These are requests that do not come from chartered FFA Chapters in the state of Indiana or
potential programs that are asking for State Officer support to create a program at alocal school.
Examples of non-FFA events include speaking at a County Farm Bureau meeting, facilitating a 4-H
Junior Leaders group, presenting for an agriculture organization about Indiana FFA, efc.

The Indiana FFA State Officer Request will be completed through an online form. It can be found by
clicking here or on the Indiana FFA website at www.inffa.org. The requests will be compiled and
assigned to the Stafte Officers on a first come, first serve basis.

If you have problems with your submission or any other questions, please contact Indiana FFA State
Staff at stateofficerprogram@inffa.org.



https://docs.google.com/forms/d/e/1FAIpQLSdd8w8DVRPq8_XWGOJV5BJRCrySEHXDvsDH8eAKtexeEtE4lQ/viewform
http://www.inffa.org/
mailto:stateofficerprogram@inffa.org
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Roles and Responsibilities

DISTRICT ADVISORS
Character Based

DISTRICT PRESIDENTS
Character Based

-Support officer team and district members

-Guide District Officer Meetings

-Communicate tasks/goals to District President
-Critical and rational thinking in regard to ideas and
implementation

-Problem solve during events and throughout the year

Business Tasks

-If applicable, handle finances within the District at
district or state convention and consider having fellow
advisors audit the books

-Establish dates, times, and locations for required
Events (officer meetings, District Kickoff, Chapter
Meeting, Welding, Small Engines, assist the Board of
Trustee District Representative to conduct the
proficiency grading, and leadership convention) and
work with location to identify which rooms to use for
required events/activities

-Plan and run the informational District Kickoff Advisor
Meeting for fellow advisors within the District
-Communicate with other advisors by providing a bi-
weekly update on upcoming events, reminders about
service projects, etc. (joint task with District President)
-Help identify judges and volunteers for events
-Communicate with State Staff and meet deadlines as
setf

-Intferact with members outside of home chapter
-Model strong character traits for fellow members
-Openness to new ideas and discussion

-Seek guidance from officers, advisors, and state staff
when questions arise
-Communicate tasks/goals fo feammates and Advisor

Business Tasks

-Organize and hold District Officer Meetings

-Create a meeting schedule

-Keep District Officers engaged by delegating tasks to
officers in the planning and preparation of events

-Be an active member of the State Executive
Committee by attending meetings, participating in
sub-committee work, etc.

-Work with Advisor to plan and host various events
(District Kickoff, Chapter Meeting, Welding, Small
Engines, proficiency grading, and leadership conv)
-Facilitate activities at District Kickoff from training at
PLT

-Communicate to chapters within the district in a bi-
weekly update on upcoming events, reminders about
service projects, etc. (joint task with District Advisor)
-Establish and encourage district-wide activities like
community service, fundraisers, or a recreation night
-Communicate with State Staff and meet deadlines as
set
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Tips for a Successful Year

o COMMUNICATE with District Officers, Advisors, Chapters, State Staff, and your school clearly
and on a regular basis.

o Ask LOTS of questions! If you are unsure of something, do not hesitate to ask. It will only make
the task easier if you do it properly the first fime.

o Set goals as an officer feam for areas that you really want to improve and excel at over the course
of the year.

o Embrace your time on the Indiana FFA Executive Committee. Use these meetings to get to know
individuals from across the state and to leave an impact on the Association.

o Delegate tasks to all of your fellow officers throughout the year. At fimes, it may seem easier to just do
it all yourself, but that may leave your fellow officers feeling unnecessary. You are a team for a reason, so
make sure everyone has a meaningful task.

o Be wiling to make and admit mistakes that are made throughout the year and do your personal best
to make those mistakes right.

o Before each event, make sure that District Officers, Advisors, adult and student volunteers, as well as
state staff are all on the same page and can answer the same questions you can answer. This will be
especially important during District Leadership Convention.

o Aftereach event, take time to sit down with your team to discuss what went well and what could be
improved next fime. These notes will be beneficial to you as well as to future district presidents and
advisors.

o Keep arecord of ALL documents created in your district drive to pass on to future presidents/advisors.
You are welcome to keep a hard copy of these materials. However, you are encouraged to use the
digital file system (Google Drive maintained by Indiana FFA) provided for you.
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Calendar of District Events

Over the course of the next twelve months, you will be focusing on a variety of different events. This
calendar outlines the months when different events should be occurring. It will be up to you, Indiana FFA,
and the schools within your district to establish the details regarding these events. Community Service
Projects and Fundraising can occur at any time throughout the year. Districts who wish to host additional
events such as a recreation night, sporting event, or dance should also add those dates to their district
calendar.

July

- Executive Committee Training
- State Fair Set-Up Days

- District Officer Meeting

August

- State Fair Experience Days (District & Executive Committee)
- Premier Leadership Training

- District Officer Meeting

September
- District Kickoff

- District Officer Meeting

October
- Executive Committee Meeting

November & December

- District Chapter Meeting
- District Officer Meeting
- District Welding

January & February

- District Proficiency Grading
- District Officer Meeting

- District Small Engines

- Executive Committee Meeting

March & April
- District Leadership Convention

- District Officer Meeting
- Executive Committee Meeting

April & May
- District Officer Interviews

- District Officer Meeting

June
- State Convention
- District Elections, Delegate Business Sessions, efc.

- Discuss District dates for the new year during convention to ensure they are finalized by District Kickoff in
September
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Priority Tasks

Important Meetings

School Board Presentation

While this is not a requirement, meeting with your school board is a great way to advocate for agriculture
and FFA. Your presentation should include how, over the course of the next year, this leadership
opportunity will bring in numerous students, agriculture professionals, and educators from across the
various counties within your disfrict. You can even invite them to attend events throughout the year and
even judge a District Leadership Confest.

Principal and School Secretary/Administrative Assistant

As President and Advisor, this meeting will help you establish a strong connection between your
agriculture department and school administration.

In this meeting you should discuss district event dates as well as the impact this will have on your school.
You may also mention that this leadership role would require you to miss school at some points.

If your home school will not be hosting these events throughout the year, then you will need fo contact a
different location within the district that may be interested in hosting these events such as other schools within
your district or your local lvy Tech campus about dates for the required events.

Initial District Officer Meeting

Discussion of Account Information (Finances and Social Media)
Keeping a record of account names, passwords, efc. on your district drive is highly encouraged
' Finances
- Will the District Treasurer have any role in the bookkeeping?
- Establish a system for payment and record keeping
+  Social Media
- Who will update the social media accounts?
- Provide the necessary information to the officer in charge of social media
Brainstorm ideas for Service Projects and Fundraising
+  Theseideas and an action plan should be finalized by District Kickoff so that you can launch the
projects af that time.
Establish a regular meeting schedule for the team

Polo and Jacket Order

Designing & Selecting Polos

Polos will be worn at State Fair Experience Days, PLT, District Kickoff, Spring CDEs, and other events
throughout the year. Make sure your team agrees on a color that can be worn with khakis.
It is important o make these decisions either at State Convention or within the first three weeks of
holding office to ensure the polos arrive in time for State Fair.

*  Name, District, and Office should be on the polo

Official FFA Jackets

At the first District Officer meeting, explain how the jacket needs to be ordered. Some districts pay for
officer jackets, while other districts require the officers/chapters to pay for their jacket. Either way, it is
important that the jackets are consistent.

+  Front: Name, District, Office, Year

' Back: Indiana, District/Section
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Executive Committee Training
What to Expect at Training
- Indiana FFA Association Staff and Interns will host this training. Unless you have a valid reason for not
attending your attendance is REQUIRED.
- One day of fraining will be held at Elanco Animal Health in Greenfield and the other day will be held at the
Indiana FFA Leadership Centerin Trafalgar.
- Training materials will range from roles, responsibilities, and expectations to calendar of events and
committee goals.

Expectation Forms

- Expectation Forms will be sent to all District Advisors prior to the State Convention. These forms need to
be submitted to State Staff prior to Executive Committee Training. ALL elected officers need to complete
this form. No digital/typed signatures will be accepted.

Theme Discussion
- Eachyearat fraining, the committee chooses a theme for the remainder of the year. This year-long theme
will be used at State Fair, Kickoffs, District Conventions, as well as State Convention. As a member of the
Executive Committee, it is your responsibility to come to training with theme ideas for the open discussion
and official vote.

State Fair
Set-Up Days
- The District Officer team should attend their designated set-up day. This is a great opportunity for your
team to bond and brainstorm ideas for the year.

- As District Leadership, you should encourage the chapters within your district to attend these days.
v Aftire: Work clothes and closed-toe shoes
+  Waivers: ALL participants must bring the signed State Fair waivers found on inffa.org to the

State Fair

Experience Days
- During this time, the District Officer team will have the opportunity to work the different stations within
the FFA Pavilion. Reach out to chapters within your district about attending the district day.
v Aftire: Work clothes and closed-toe shoes
+  Waivers: ALL participants must bring the signed State Fair waivers found on inffa.org to the
State Fair
Premier Leadership Training
What to Expect
- Three-day training at the Indiana FFA Leadership Center for the entire District Officer team hosted by
Indiana past state officers.
- Participants will stay in the cabins af the Center and should pack accordingly. Items to pack include
bedding, toiletries, polo/khakis, casual dance attire, and Official Dress.
- Thisis a great fime to get District Officer feam photos!

District Kickoff Planning

- During PLT, there is a designated time for you and your feam to plan District Kickoff. Use the planning
time provided to think through the details of the event as well as the big picture.
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Event Planning Management: District Kickoff

Event Description

District Kickoff is the District’s first impression of you and your team! Make the best of this experience and
have fun. District Kickoff will be your chance to get members in your District excited about the upcoming
year and inspire them fto get involved. At this meeting, you will have the opportunity to share your goals
for the year as well as launch your service projects and fundraisers.

Helpful Tips & Tricks

- Itis yourresponsibility to set the tone for Kickoff. If you and your tfeammates are frustrated or lack
excitement, that will reflect in chapter members and guests.

- Work with the State Officers and State Staff to understand the District Kickoff agenda.

- Aftire should be Official Dress for opening ceremonies and polos/khakis for the facilitated activities.

- Consider having upbeat music playing when chapters arrive to get them excited about the upcoming
activities.

- While chapters are waiting on opening ceremonies to begin, consider having some District Officers
lead members in short games such as Guess the Advisor, Minute to Win It challenges, or Guess the
District Officer.

- When planning for Kickoff, do not forget about the little details such as decorations, PowerPoint
presentation, music playlist, photo booths, and dividing fasks amongst the officer team. While not
required, these details will add to the event.

Pre-Event Tasks
Date, Time, Location

- State Staff will set the date and time of District Kickoff. This information can be found on the inffa.org calendar and
will be discussed during Executive Committee training.
- You are responsible for securing the eventlocation. If this event will not be held at your school, you will need to
contact either another within your district or your local vy Tech campus about event space.
- Room assignments will be important to be secure as soon as possible prior to the event. Before securing the
locations, check with State Staff fo confirm the room needs as these may change each year.
+  General meeting space for opening ceremonies, meeting, and closing ceremonies. This could
be an auditorium, cafeteria, or gymnasium.
+ Atfleast 3-6 large, open spaces for the facilitation activities. Ideas for these spaces include a
cafeteria, gymnasium, outside, or hallway.
+ Advisor: A room with projector access for the Advisor Meeting. This could be the ag classroom
or other classroom in the building.

Speakers/Adult Volunteers

- This event will not require judges. However, you will need to work with speakers for the meeting portion of the
event. Adult volunteers can be used to help direct students and supervise events.

- District Kickoffs are sponsored by an individual or business associated with the IN FFA Foundation, such as Ivy Tech.
Local sponsors may be used to sponsor specific parts (ex: snacks) of the event.

- Invite State Band and Chorus Officers and Section Directors to attend Kickoff. If they attend, give them an
opportunity to infroduce themselves and speak during the meeting.

Classroom Visits

- The District President will be invited to facilitate classroom visits with the State Officer team for the day of your
District Kickoff in your district. Training for classroom facilitation will be conducted at PLT. In addition, a follow-up
zoom call orin-person meeting will take place for additional training. If your administration requires any
documentation to permit the District President to attend this facilitation, please contact Indiana FFA State Staff,
Cassie Perrin- cperrin@isda.in.gov

10
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Material Prep
- Script: You will need to make a script for the center podium and divide the talking points among the District Officer
team.
Suggested order of script

+ Opening ceremonies
+ Welcome to a New Year
+  Special guest remarks
» Infroduce State Officers to give directions for evening events
+ Infroduce Service Projects and Fundraiser
* Announcements
+  Closing ceremonies
- Facilitation Activities
+  During PLT, you will learn what activities will be facilitated during Kickoff and how to facilitate them to
a group of members.
- Meeting Room
»  For opening and closing ceremonies, you will need to have tables, chairs, and a podium in the front of
the room. Do not forget to place the paraphernaliain the correct order. Depending on the size of the
room, you may need access to microphones.
- Entertainment
*  Make sure you have an appropriate playlist prepared for the evening.
+ Ifyou decide to have an activity hosted by District Officers while chapters wait for the night to begin,
you will need to have all those materials as well.
- Refreshments
+ If your District will be providing refreshments at the end of Kickoff, you will need to decide on what
those refreshments will be.
+  Consider asking local businesses and/or your Farm Bureau if they are willing to donate funds.
*  Youshould consider having a meal for your fellow officers as well as the state officers prior to Kickoff
beginning.

Advisor Communication
- Priortothe event, send an email to ALL advisors with informafion on the evening’s activities such as where to park,

what door to enter, timing, and location of Kickoff.
+  Since this is likely the first time you will be communicating with all the advisors in the district, make
sure the email list is accurate and updated.

Event Day Tasks
Registration

- Have atable at the entrance doors as registration
- District Officers will run this portion

*  Have a spreadsheet of chapters in the district

' Record how many from each chapter are present

+  Askstudents to report the number of years they have been involved in FFA

+ Mark numbers on each member’s hand for the activities later in the evening (1-6)
- Have advisors verify their contact information for ease of communication for the rest of the year

Activities

- Facilitated activities will be conducted after the first porfion of the meeting
- During the activities, all advisors in the district will meet to discuss dates, changes in the district, and plans for the
year

Member Management

- Before members arrive, you will need to walk the State and District Officers through the facilitation rooms.
- Dividing members by numbered groups will help you rotate members through the facilitation activities.



Recap of Event
At the next District Officer meeting or end of District Kick-off, sit down with your feam and discuss the following:

12

District Officer Roles

+ What went well?
*  What should we have done differently2
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After the meeting, archive ALL the materials you used to put on this event as a reference to future District

Leadership.

Please share any State specific items or ideas with State Staff to assist with District Kick-Off planning in the future.

District Advisor Roles

Registration Table - Oversee Registration

Entertainment prior to kick-off starting
+  Photobooth, games, etc.

Readers for the script

Facilitation of events

Pass out refreshments

- Host and facilitate District Advisor meeting

Finalize dates for ALL other District events
Discuss changes in the District

Vision for the year

Calendar of events
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Event Planning Management: Chapter Meeting

Event Description

District Chapter Meeting is the first contest event District Leadership is in charge of planning and hosting.
The Chapter Meeting contest consists of chapters conducting a mock chapter meeting using
Parliamentary Procedure. This event will help you prepare for District Leadership Convention in the Spring.
Take note of the opportunities you could improve on as well as areas of the event that went well. Most of
the materials will be provided to the judges by state staff.

Helpful Tips & Tricks

- When establishing yourlead judges in each room, consider the level of experience and familiarity with
the contest.

- If your chapter does not have two full sets of paraphernalia, contact a chapter who will be competing
fo see if they will bring a set for you to borrow.

- Use arecording device that will allow you to easily download the files and send in an attfachment to
the respective chapter.

- Ifthe contest will be held in the evening after school, consider having a parent of a district officer make
a meal for the team prior to the event.

Pre-Event Tasks
Date, Time, Location

- Work with the advisors in your District to establish a date and fime for this contest. The date and time should be
finalized at the District Advisor meeting during District Kick-Off. If it is held in the winter, consider a weather datfe
as well.

- After sefting the date for the contest, set a registration open and close date as well. Registration must close at
least 10 days before the contest date.

- Ifthis event will not be held at your school, you will need to contact another chapter or lvy Tech campus about
the availability of rooms.

- Room assignments will be important to secure as soon as possible prior to the event.

+  Two classroom style rooms for Novice division — one rooms will be used as the prep room

+  Two classroom style rooms for Senior division — one room will be used as the prep room

+  General holding room for teams as they wait to enter the contest. This space could be another
classroom, a larger hallway away from contest rooms, or the ag room.

Judges

- Each division (Novice and Senior) will need three to five judges. Three is the absolute minimum; however, you
should plan for dropouts.

+ One judge will be the Lead Judge, and one will act as the timekeeper.

- Contacting judges should occur two months prior to the contest.

*  When contacting judges, communicate what they will be doing and where they can go to find
contest materials and resources (inffa.org, ffa.org, etc.). Additionally, you should mention the
date, time, and location of the event.

+  Collect contact information from each judge (phone number, email, and mailing address).

+  District Judges Contact Information is due to Ms. Mullins (amullins1@isda.in.gov) by October 15th, 2025

- Once you have secured your judges for each division, report them to State Staff. It is IMPORTANT that you indicate
the Lead Judge on the list you send to State, so they get the proper materials.

v State Staff will then create the contest materials and send a packet to each of the judges.

- Judges are taking fime out of their day to serve your district. As a resulf, your team should show your gratitude.

+  This does not have to be something big, but a note signed by all of the District Officers would

be greatly appreciated

Material Prep

- Since State Staff designs this contest, you will not need to print rubrics or get contest type materials around.
- Materials for the contest

+ Two sets of paraphernalia are REQUIRED — one per contest room

+  Stopwatch per room

13
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+  Pen/Pencils for Judges
»  Paper/Pen for President and Secretary
- Contest rooms will need to be set up in a formal meeting room style as outlined in the FFA Manual with seats in the
middle for chapter members.
+  Atable forthe judges will also need set-up
- Two video recording devices — one per contest room
- Refreshments for the Judges

Advisor Communication

- Prepare a contest order for both Novice and Senior divisions
+  Consider the distance a chapter will need to travel for this event when making the contfest order.
' Email the contest order at least one week ahead of time to ALL chapter competing.

Event Day Tasks
Registration

- Aschapters arrive, have a spreadsheet to check-off that all chapters and registered members are present
- Direct chapters to the holding, prep, and contest rooms

Activities/Judges Meeting
- Since State Staff will be sending contest information and materials directly to the Judges, the Judges meeting will
occurin the contest room prior to the event led by the Lead Judge
+  While the Lead Judge will have many answers to questions, it is your responsibility to ensure the judges
understand the rules/guidelines of the contest and that results are correctly reported.
- Each chapter’s meeting will be recorded in the room. After contests, you will need to email a copy of the video to

the respective chapter. Do NOT send all of the videos to every chapter.

Member and Contest Management
- District Officers should meet the judges when they arrive and show them to their room.
- Chapters will be directed at registration and District Officers will help tfeams get to the contest rooms.

Tabulations
- Judges will tally up the rubrics and report the placings to the District Advisor.
- The District Advisor will then double check the math and report the results to State Staff.

Recap of Event

- At the next District Officer meeting or end of Chapter Meeting, sit down with your team and discuss the following:
+ What went well?
+  What should we have done differently2

- Send thank-you notes to the judges

- Afterthe meeting, archive ALL the materials you used fo put on this event as a reference to future District

Leadership.
+  Create a spreadsheet with the names and contact information for each judge. This will be very
helpful for future teams.
- Please share any State specific items or ideas with State Staff to assist with Chapter Meeting planning in the future.

District Officer Roles District Advisor Roles

- Registration - Greeting Judges

- Greeting Judges - Results and tabulation
- Prep room/hall monitors - Problem solving

- Submitting results to State Staff
- Emailing or mailing the videos to the appropriate
chapter

- Recording the meetings
- Directing chapters from the prep room to the
contest room

14
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Event Planning Management: Welding

Event Description

District Welding is the second contest District Leadership is in charge of planning and hosting. The Welding
contest consists of chapters competing in the two divisions of the Welding CDE in tfeams of two. Each
district has various team limitations for their district event. All registration happens on the Indiana FFA
welbsite. More details and communication will come from state staff.

Helpful Tips & Tricks

e  Work with your district advisor, host site and advisor to establish the logistics and needs of this event.
e Secure judges that are familiar with our contfest and rules.

¢  Communication with host site and state staff is a must.

Pre-Event Tasks
Date, Time, Location

- Work with the advisors in your District to establish a date and fime for this contest. The date and time should be
finalized at the District Advisor meeting during District Kick-Off. If held in the winter, consider a weather date as
well. Be sure to meet the deadline sef by state staff.

- Affersefting the date for the contest, set a registration open and close date as well. This will allow for time to plan
for the number of materials and judges needed.

- If this event will not be held at your school, you will need to contact another chapter or host location about
availability of rooms.

- Room assignments will be important to secure as soon as possible prior to the event.

+ Welding booths- Be sure that the welders are capable of the welding required for both divisions of
the contest.

+ One classroom style for proctoring the written exam.

+  General holding room for teams as they wait to enter the contest. This space could be another
classroom, larger hallway away from contest rooms, or the ag room.

Judges

+  Talk with your host site and advisors in your district for potential judges and how that has been
handled in the past. Each district does things slightly differently.

- Contacting judges should occur one fo two months prior to the contest.

*  When contacting judges, communicate what they will be doing and where they can go to find
contfest materials and resources (inffa.org, ffa.org, etc.). Additionally, you should mention the
date, fime, and location of the event.

+  Collect contact information from each judge (phone number, email, and mailing address).

- Written Exam- State staff will write this exam and get it fo the proper adult in charge of the exam.

- Judges are taking time out of their day to serve your district. As a result, your feam should show your
gratitude.

+  This does not have to be something big, but a note signed by all of the District Officers would
be greatly appreciated

Material Prep
+  Each district handles materials differently. Some districts have the materials donated; some purchase so
please work with the advisors in your district on this.
*  Materials needed: metal, welding rods, written exams
*  You will need to make copies of the exam.
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Advisor Communication

e Be sure fo communicate location, start time, door to enter, etc with advisors at least one week in advance to the event.
e Be sure fo communicate the registration deadline for the event to the advisors as soon as that is established.

¢ Communication should happen often and be timely, professional, and concise if possible.

Event Day Tasks
Registration

- Aschapters arrive, have a spreadsheet to check-off that all chapters and registered members are present
- Direct chapters to the holding, prep, and contest rooms

Tabulations
- Judges will tally up the rubrics and report the placings to the District Advisor.
- The District Advisor will then double check the math and report the results to State Staff.

Recap of Event

- At the next District Officer meeting or the end of District Welding sit down with your feam and discuss the following:
+ What went well?
*  What should we have done differently2

- Send thank-you notes to the judges

- Afterthe meeting, archive ALL the materials you used fo put on this event as a reference to future District

Leadership.
+  Create a spreadsheet with the names and contact information for each judge. This will be very
helpful for future tfeams.
- Please share any State specific items or ideas with State Staff to assist with Welding planning in the future.

District Officer Roles District Advisor Roles

- Registration - Greeting Judges

- Greeting Judges - Results and tabulation
- Prep room/hall monitors - Problem solving

- Proctor the written exam - Submitting results to State Staff

- Directing chapters from the prep room to the contest
room
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Event Planning Management: Small Engines

Event Description

District Small Engines is the third event District Leadership is in charge of planning and hosting. The Small
Engines contest consists of chapters competing in feams of two to complete the Small Engines CDE. Each
district has set limitations per chapter. Please work with your advisor and other advisors in the district to
enforce this.

Helpful Tips & Tricks

- When establishing your judges in each room, consider the level of experience and familiarity with the
contest.

- Ifthe contestis held in the evening afterschool, consider having a parent of a district officer make a
meal for the team prior to the event.

- Communication with your district, state staff, and host site are integral for the success of this event.

Pre-Event Tasks
Date, Time, Location

- Work with the advisors in your District to establish a date and fime for this contest. The date and time should be
finalized at the District Advisor meeting during District Kick-Off. If held in the winter, consider a weather date as
well.

- Affersetfting the date for the contest, set a registration open and close date as well. This will allow for time to plan
for the number of rooms and judges needed.

- Ifthis event will not be held at your school, you will need to contact another chapter or lvy Tech campus about
availability of rooms.

- Room assignments will be important to secure as soon as possible prior to the event.

+  Work with your host site and knowledgeable advisors about the needs of this contfest.

Judges
- Work with your district to handle the judging portion of this event. Most districts have advisors or people from each
participating chapter help judge and score this event.
- Judges are taking time out of their day to serve your district. As a result, your team should show your gratitude.
+  This does not have to be something big, but a note signed by all of the District Officers would
be greatly appreciated

Material Prep
+ Written exams will be provided by state staff.
+  Other materials and needs vary for each district. Work with your district to establish these needs and fulfill
them as soon as possible.
+  Refreshments for the Judges

Advisor Communication
+  Communicate registration open and close times early.
+  Communicate site location, where to enter, schedule, and any other important information about the needs
and logistics of this event.

Event Day Tasks
Registration

- Aschapters arrive, have a spreadsheet to check-off that all chapters and registered members are present
- Direct chapters to the holding, prep, and contest rooms
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Member and Contest Management
- District Officers should meet the judges when they arrive and show them to their room.
- Chapters will be directed at registration and District Officers will help teams get to the contest rooms.

Tabulations
- Judges will tally up the rubrics and report the placings to the District Advisor.
- The District Advisor will then double check the math and report the results to State Staff.

Recap of Event

- At the next District Officer meeting or end of District Small Engines, sit down with your feam and discuss the following:
+ What went well?
+  What should we have done differently2

- Send thank-you notes to the judges

- Afterthe meeting, archive ALL the materials you used fo put on this event as a reference to future District

Leadership.
+  Creatfe a spreadsheet with the names and contact information for each judge. This will be very
helpful for future tfeams.
- Please share any State specific items or ideas with State Staff to assist with Small Engines planning in the future.

District Advisor Roles

- Greeting Judges

- Results and tabulation

- Problem solving

- Submitting results to State Staff
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Event Planning Management: District Proficiency Grading

Event Description

District Proficiency Grading consists of advisors within the district, getting together with all of the
submitted District Proficiencies and grading them according fo the rubrics that are provided. This event is
led by the Board of Trustees District Representative with assistance by the District Advisor and District Officers. This
event does not require as much preparation as other events throughout the year. However, this event is
just as important as the others. Use this opportunity to get to know the other advisors and catch up on
news within the district.

Helpful Tips & Tricks

- If your district has formal business that needs to be conducted, this eventis a great opportunity to
gather the District Executive Committee together to accomplish that business.

- Divide the Proficiency applications by area so it is easier to place them after scoring.

- Try to make sure adyvisors are not grading a proficiency area that their students are competing in.
While this is not always possible, it is highly encouraged to prevent potential issues.

- Ifyourgradingis held in the evening after school, consider providing a meal to all of the advisors as a
thank you for their hard work.

Pre-Event Tasks
Date, Time, Location

- The date, time, andlocation of District Proficiency Grading should be established af the inifial advisor meeting
during District Kickoff.
+  The date for this event must be prior to the Association’s deadline for submitting District
Proficiency results.
- Prior to the date of the contest, make sure you have secured a room for the grading to take place. A general
classroom type setting would be sufficient for this event.

Judges

- This event asks advisors from across the district fo gather and grade the applications for this event. The more
advisors that are present, the faster the judging will go.

- Make advisors aware at least one month in advance the details of this event. This will allow you enough fime to find
additional judges if absolutely necessary.

Material Prep

- Priorto grading, you will need to print out rubrics for each of the applications that are submitted.
- Locate and download the state’s spreadsheet for entering the Proficiency grading results from inffa.org. This will be
very helpful when submitting the results to the state.

Advisor Communication
- One and two weeks prior to the event, send an email to all advisors in the district with information regarding the
following:
+  Date, time, and location
*  Where to park and what door to enter
+  Importance of bringing printed applications fo grading
*  Whether or not a meal will be provided

Event Day Tasks

Special Note

- Depending on the District Advisor and planning process, it is not required for the District President to be present at
the proficiency grading
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Registration
- District Proficiency Grading does not require advance registration. However, on the day of the contest, it will be
important for you to check-in all of the different applications.
+ This will ensure that all applications have been scored and accounted for at the conclusion of
the grading.
+ Some districts require chapters to report which applications they are bringing so they can print
rubrics in advance and get a better idea of fiming.

Activities/Judges meeting

- When all advisors have arrived and the applications have been turned in, you will need to separate them by
proficiency area.

- Divide the proficiency areas amongst the advisors who will be grading. Try to make sure that advisors are not
grading an area in which they have a student participating.

*  While this is not always possible, it will prevent bias in scores.

- Provide a set of rubrics for each application and provide a brief description of how to grade and the important of

not being biased.

Member and Contest Management

- Since this event only requires advisors to grade applications, there are no members present, so managementis not
required.

- Interms of contest management, keep the advisors focused on grading applications, so that it can be done in an
efficient manner.

- As application areas are completed, begin the placement process by entering the results into a spreadsheet to send
to state staff.

Tabulations

- All proficiency applications will be placed by the end of grading. All placings should be recorded in a spreadsheet
and shared with state staff. At the end of grading, all of the advisors should know the results and share them with
their students.

Recap of Event
- Af the next District Officer meeting or end of District Kick-off, sit down with your team and discuss the following:
+ What went well?
+  What should we have done differently2
- Afterthe meeting, archive ALL the materials you used fo put on this event as a reference to future District
Leadership.

District Officer Roles
- District Officers are not required to attend this event. However, if they choose to attend, they could help with the
following ftasks:

+  Organizing proficiency applications by area
+  Dividing applications amongst advisors
+ After results, separate applications by chapter

District Board of Trustees Representative Roles (assisted by the District Advisor)
- Assisting in communication with advisors about date, fime, location, etc.
If officers are not present:

+  Organizing proficiency applications by area

+  Dividing applications amongst advisors

+ After results, separate applications by chapter
Record the placings and submit the results to State Staff at the conclusion of grading
- Answer any questions about the grading

+  Refer to state staff if question is out of your understanding
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Event Planning Management: District Leadership Convention

Event Description
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District Leadership Convention will be your BIGGEST event of the year! At this event, members from across
the district come togetherto compete in a variety of Leadership Development Events in hopes of moving
onto State contests in June. Every moment leading up to this has prepared you for a successful
convention. Staying organized, communicating clearly and often, delegating to teammates, and
establishing deadlines are crucial in planning this event. The descriptfion outlined below is a guide to assist
you in this planning. Feel free to adjust these ideas fo meet the needs of your specific district.

Helpful Tips & Tricks

- Invite yourschool board members, local and state government officials, business owners, and others to
either judge or come and observe the events that are taking place.

- Make sure to set deadlines, follow deadlines, and communicate diligently with advisors, teammates,
volunteers, school personnel, and judges.

- Consider asking local businesses to either donate or help sponsor your convention.

- Prepare all of the judge thank-you notes/gifts prior to the day of the contest. These can be either be
placed in the contest room or passed out during registration. This will ensure that no judge is left out.

- Walk through the contest building with your district officers and volunteers to show them where the
various events will be held.

- Consider creating maps of the school where the contest rooms are highlighted. Judges, members,
adyvisor, and volunteers will find this very helpful throughout the event.

- Assign reads for the script in advance so they can have their parts memorized/practiced before they
present in front of the entire district.

- Make sure the school’s custodial staff is aware of time and location of the convention as they are
essential fo ensuring a successful event. Be sure to thank them for their efforts and contribution.

Pre-Event Tasks
Date, Time, Location

- The date, time, and location of your District Convention will need to be set at the inifial Advisor meeting during
District Kickoff. Once the date, time, and location has been set and approved, the District President should report
that information to State Staff to add to the Indiana FFA Calendar of Events.

+  If this event will NOT be held at your school, then you will need to contact another chapter
within your district or other location about room availability for convention. If held at another
location, it is sfill your responsibility to plan, prepare, and host the event.

- Room assignments are a crucial part to the pre-planning phase of this event, and should be discussed with your
school at the beginning of the school year. The first task is to identify how many rooms you will need for the
contests that night. For example, demonstrations tend to run more efficiently if there are two rooms the judges
move between, allowing time for set-up.

+  Also consider the type of classroom set-up that is needed for each of the different contests:
Essay and Extemporaneous Public Speaking will need access fo computers; Agricultural
Mechanics demonstration may be bestin an ag shop setting

* In addition to contest rooms, you will also need rooms set aside for other purposes throughout
the event.

+  Establish a ‘Home Base'’ for the officer team. This will be where you keep your personal items
and it is the location you should be if someone has a question.

+  If possible, provide chapters with an area within the facility for them to unload all of their
materials and wait for contests. Cafeterias, auditoriums, and gymnasiums work well as a
‘Chapter Home Base.’

+  Tabulations will need access to computers for filling in spreadsheets as results come in and
contests are finished.

+  Exhibits will need to be held in alocation where there is access to multiple outlets in case an
entry needs electricity. Hallways or lobby areas tend to work well for this contest. (You may
want to have a few extension cords on hand just in case a chapter forgets theirs.)
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*  QuizBowl and Discovery Quiz Bowl will take up alot of space, so you may consider holding this
contest in the gymnasium, auditorium, or cafeteria.

+  If your district has a talent contest, you will need to have the necessary equipment available. The
band or choir room would work well.

Pre-Registration and Contest Order

Two months prior fo convention, send an email to all advisors with information regarding how to register on the IN
FFA website for District Leadership Convention and the deadline for submitting registration. If your District will be
charging a contest entry fee, that information should also be provided with registration information.

Set a clear and firm deadline for chapters to register members for contests. This must be no later than 2 weeks prior to the
contest.

If you are charging a registration/contest fee, create a system to keep track of how much each chapter owes and
records of who has paid. Invoicing chapters as registrations come in may be the best method.

When all chapter registrations have been submitted, you will need to create a contest order for each contest. After
the first draft is complete, email a copy to all of the advisors in your district to double check that their students are
not scheduled to be in two contests at one fime. No additions may be made one the initial schedule has been sent
out. Once finalized, you will need to print an order for each contest room as well as for the judge packets.

Judges/Speakers
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Begin contacting judges no later than three months prior to the event date. This will likely be the most difficult part
of convention. Ask your district officers and advisors to help find judges foo.
Judges should represent ALL areas of the district and should be qualified individuals with expertise in selected
events. (No parent or relative should be ajudge in a contest where their child is competing.)
You must use the Judges Interest Form (Google Form) provided by Ms. Mullins. This needs to be filled out by
the judges and not by the district officers.

+  You willneed at least four (4) judges per contest.

+  Contact potential judges by phone, email, and/or send them a letter in the mail asking them to

judge.

When contacting judges, send them a document that outlines the different contfests
that are offered and ask them to rank them in the order they prefer. Also, have them
indicafte any relation to current FFA members. This will be crucial in preventing bias
within the contest room.

- Collect contact information from each judge (phone number, email, and mailing
address) and put them into a local database (ex: Google Sheet) for future leadership
teams.

+  Asjudge confirmations come in, begin placing them info contests. The judges assigned to each
contest are likely fo change throughout the course of your planning, so wait until closer to
convention to give them their assignment. However, make sure you respond to them in
recognition that you are grateful for their help and will be in contact with more information
soon.

+  Once all contests and judge assignments have been finalized, send an email to all of the judges
with their judging assignment, details about registration time, location, meal, and where they
can find more information about the contest they will be judging.

+ If ajudge cancels af the last minute, encourage them to find a replacement for their contest.

Yourjudges have taken the time to support you and your District’s FFA. While not required, it would be
greatly appreciated if you thanked them with a small gift and/or thank you note.

+  These can either be in the contest rooms when the judges arrive or passed out during judge
registration.
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Volunteers
- Volunteers are the key to a successful contest! Utilize as many as you can to help make this event run smoothly.
- Collect contactinformation from your volunteers in a Google Form or Spreadsheet for use by future leadership
teams.
- Volunteers can be used for:
*  Running the judge and chapter registration tables
+  Escorting judges to the meal and their contest rooms
+  Collecting meal tickets and passing out meals
+  Setting up contest rooms and making sure they are all back in order at the end of contests
+  Directing chapters and members to contest rooms
- Potential volunteers include:
+  Teachers from the school
+  School club members (National Honor Society, Student Council, etc. — offer volunteer hours)
' District Officer parents
*  Home chapter members and parents
+  Past FFA members

Material Prep
Awards Program
- Script: You will need to make a script for the center podium and divide the talking points amongst the District
Officer team. Suggested order of script:
+ Opening ceremonies
v Special Guest remarks and Sponsorship Recognition
+  Give final report on service projects and fundraisers
+  Award Presentation (Proficiency, Star Awards, LDE results, and any others)
*  Announcements/Chapter Communications
+  Closing ceremonies
- Other materials you will need include:
+  Podium/microphone
* AV needs (make sure the facility AV technician is on-site)
+  Paraphernalia and gavel
+  Table and chairs for the officer team beside the podium

Contest Materials
- Since the District Leadership Convention willencompass a variety of different contests, you will need to make sure
all of the contest materials and rubrics are prepared in advance and placed in a judge’s packet to be passed out at
the judge’s meeting.
- Judge Packets should consist of the following items and be placed in a manila envelope to be passed out during
registration or the judge’s meeting:
+  Oneset of contest rules and guidelines per judge
+  One scoring rubric per contestant per judge (Put exfras in the packet)
+  List of participants
+  Schedule of LDEs
+  Stopwatch/timer
* A pen and/or pencil perjudge
+  Scratch paper
*  Map of the school with room assignment
+ Mealtickets if applicable
- In addition to the general Judge Packet material, some contests may require additional materials.
+  Essayjudges willneed access to a printer and a list of the different topics for the judges to pick their 1
topic from. This list of topics is provided by State Staff.
+  Extemporaneous Public Speaking will need topic cards for contestant selection as well as blank
notecards, paper, and writing utensils in the prep room. Topic cards will be provided by State Staff.
- All contest room windows should be covered to prevent distractions and any potential cheating.
- Ifyourdistrict collects member materials on the day of the contest, have a box prepared for the registration tables
where chapters can drop off their contest materials when they arrive. You will need a box for Employability Skills,
Prepared Public Speaking, Marketing Plan, and Leadership Ambassador.
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+  These materials will be delivered to the contest room with the judges before contests begin.
- If your district collects these materials in advance, ensure that the materials are provided in the contest rooms.

Awards

- State Staff/Officers will bring the awards for all Proficiency contests with them when they come.

- You will pick up all of the LDE Awards at an Executive Committee meeting prior to District Convention.

- State only provides plagues to the 15-3 place individual for proficiencies. If you and your team wish to recognize
the others, you will need to come up with your own award.

- Practice handing out the awards prior fo the ceremony so that the meeting is run as efficiently as possible.

- Since the awards will not be arriving until the day of the contest, make sure you assign officers to set them out on
the awards presentation table.

+  Ifwould also be a goodidea to markin the script who will be reading names and who will be passing
out the awards.

Meal if Applicable

- The District Leadership Convention will take a long period of fime. As a result, it will likely overlap at mealfimes.
Providing a meal to your judges and asking chapters/members to purchase meal fickets with their registration is
something to consider.

*  Your District may elect to not provide a meal and that is okay too!

- If providing a meal, you will need to decide what the meal options will be, how much you will charge per meal, and
make sure that there are enough funds to provide judges with a free meal.

+  Consider all of your optfions when selecting a meal and price formembers. Judges should not have to
pay for their meal since they are volunteering their time in support of FFA. (Either hold a fundraiser to
go towards judge meals orincrease the cost of member meals by a dollar or two to cover the cost of
judge meals.)

- Mealideas could include:

+  Catering (Subway, local catering business, efc.)

+  Grill out burgers and hotdogs

+ Pizza

+  Fish Fry

»  Pulled Pork/Creamed Chicken

+  Beef/Chicken and Noodles

+ Walking Tacos

+  Talkto yourschool's cafeteria

Advisor Communication

- One and two weeks prior to the event, send an email to all advisors in the district with information regarding the
following:

+  Date, time, and location of event (including registration time)

*  Where to park and what door to enter

+  Importance of bringing any contest materials

+ Invoice with amount paid or owed is available via the registration portal on inffa.org

+  Copy of theirregistration for contests (ask if there are additions, corrections, or drops)

Event Day Tasks
District Officer Meeting

- Toensure everyoneis on the same page, hold a District Officer meeting directly before the event. At this meeting,
you will need to:

+  Review the procedures/agenda for the event
+  Go over the meeting and awards program scripts
+  Tourthe facilities to make sure all officers know where events are taking place
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Registration
- Have two separate tables set up for registration (1 for judges and 1 for chapters) — Volunteers can work these tables.
- Consider meeting with your volunteers in advance to explain what they will be doing. If needed, the registration
volunteers can also work in tabulations.
+  Judge Registration
- Have a document of all the judges separated by contest. As judges arrive, have them
sign-in.
- Hand them a meal ticket if applicable and direct them to the Judge's Meeting room.
- Make sure the updated judge informationis sent to State staff af the end of the
event.

+  Chapter Registration

- Have a summary of contests for each chapter as well as a document indicating how
many meal fickets they purchased and Invoice status.

- Place any contest materials they brought in the marked boxes.

- Make any changes to theirregistration (drops, substitutions, etc.)

- When contests begin, have a volunteer find all of the contest rooms that have a drop
and scratch them from the order.

- Collect any payments and provide receipts where applicable.

- Provide a map of room assignments and meal tickets (if applicable) to the advisors.

- Direct them to the supply drop-off location and chapter gathering area.

Pre-Contest & Judges Meeting
- Priorto the event beginning, you and your officer team will need to make sure a few things are finalized.
+ Allrooms will need to be set-up for the contest they will be holding:
- Demonstration rooms need a table in front of the room and a desk or chair for the
judges.
- Public Speaking rooms will only need seats set up for the judges.
- Computersin the Extemporaneous prep room and the Essay room will need logged
on.

- Make sure there is a plan for re-setting the rooms at the end of the evening.
- Hang a contest order and pen on the outside of the door for contestant reference.

Judge’s Meeting
- The Judge’s Meeting is typically conducted by either the Advisor or State Staff representative.
- In this meeting, state staff will:
+  Thank the judges for their fime
+  Explain the order of events
+  Discuss materials within the judge packet
+  General rules and guidelines for judges
- Importance of NOT assuming rules
- If there is a question...ask!
+  How to use the ranking sheet
*  Where to go when they are finished
+  Who to contact if they have questions

Student Meeting

- The District Officers and school administration should host a student meeting an hour before the contests begin to
ensure students are aware of the schedule of events, any restricted areas in the school, as well as the school rules
they will need to follow.
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Member and Contest Management

- Your job is fo be a problem solver! Make sure the advisors, members and judges have everything they need to have
a successful event.

- Do notforget about your contests too! While you are in charge of this event, you should continue to put effort intfo
your own contfests too.

- District President and Advisor should check-in frequently with each other and the other officers fo make sure
everything is running smoothly.

- Double check that all awards are set out on the tables and ready for the presentation.

- Make sure that contests are running smoothly and that judges are on frack. Check-in on the tabulations room to
ensure they are prepared for ranking sheets fo come in.

Tabulations
- State Staff will give you access to the spreadsheets for reporting district results.
- As contests finish and judges bring in their ranking sheets, make sure that the rankings are clear and that ALL fies
are broken.
»  Rankings should be reported on the spreadsheet, not the raw scores.
- Make sure there are 2 to 3 volunteers assigned to the Tabulations room.
+ One willfill out the ranking spreadsheet for the state while another fills in the names for your
script at the awards ceremony.

Awards Ceremony

- Begin the District meetfing and awards program towards the conclusion of the final LDE contests. By the fime
opening ceremonies and the business portion of the meeting are finished, the rest of the results should be in for
you to present.

Recap of Event
- Ensure that ALL individuals who volunteered to help (judges, adult volunteers, custodial staff, school administration,

etc.) have been properly thanked for their support and efforts during the convention.

- Complete the database of results and send them to the State within three (3) days of the conclusion of the event.

- Review the Judge Information Cards and ensure that contactinformation for any judge interested in judging at the
state level is forwarded on to the Indiana FFA Assistant Director for Career & Leadership Development Events.

- Af the next District Officer meeting or end of District Kick-off, sit down with your team and discuss the following:
+ What went well?
+  What should we have done differently2
- Afterthe meeting, archive ALL the materials you used fo put on this event as a reference to future District
Leadership.

District Officer Roles
- Assisting in the set-up for contest rooms and the registration area:
*  Make sure each contest door has the most updated contest order attached
+  Officers can also assist with updating the contest order as changes arise at registration with
adds and drops
- Escortjudges from the judge’s meeting to their respective contest rooms
- Assistinresetting the contest rooms at the conclusion of the event
- District Officers will also assist with the awards ceremony in reading and passing out the awards

District Advisor Roles

- Assisting in communication with advisors about date, time, location, etc.

- Be a problem solver throughout the planning process as well as during the fime of contests

- Support and encourage the District President by keeping them on task

- Oversee the tabulations room to ensure all ties are broken and that all results are recorded properly:
+  Report scores to State Staff once all results have been finalized

- Ensure contests and events of the evening are running smoothly
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Optional District Events: Community Service

While not required, community service projects are a great way to bring your district together and leave a

lasting impact on your community. “Living tfo Serve” is an essential part of FFA, and as a District Officer

feam, you have the opportunity to create and host a district wide service project to serve the various
communities within your district.

Below is a brief list of community service opportunities that can be brought to your district fo give your

tfeam some ideas for their project:

Collect bottle caps and turn them intfo park benches for your elementary school playground or picnic
tables for a park in the community.

Host a CAN-sfruction event where chapters compete to build structures made of non-perishable food
items. Chapter would need to raise funds or get sponsors to donate the supplies they would need to
build their structures. At the conclusion of the building and awards, all of the food items can be
donated to the local food bank.

Collect spare change in soup cans and compile the funds to purchase an animal through Heifer
International for a family in need.

Work with the local Soil and Water Conservation District to host a waterway clean-up day where
chapters from across the district gather to clean-up the waterways in the community.

Encourage chapters to either grow their own plants for a pollinator garden or partner with their local nursery to
obtain native Indiana species to create a welcoming and educational pollinator garden atf the county fairgrounds
in the district.

As a district, provide the Indiana Farm Bureau agriculture education book to local FFA chapters and have the
officer feam create a lesson plan to go along with the book. Then, during National FFA Week, encourage all of
the FFA chapters in the district fo share the book and lesson with their local elementary students.

Host a district wide Give-Back Day where FFA members pledge to help alocal business of farmer in their area
with any task they may need. Members can take this time to getf fo know their community members and show
how much they care.

You may find it difficult fo get chapter and member participation in these district wide service projects. However, you
may be able to increase involvement by providing some sort of incentive. This could be an award at District
Convention or some sort of recognition with a tfraveling trophy.
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Optional District Events: Fundraising

Hosting a district wide fundraising event is not required. However, depending on the Program of Activities
your officer tfeam develops, it may be necessary to seek addifional funds to make the most of the events
your District plans to host.

Below is a brief list of ways to earn funds for the District:

- Have the officer team design a t-shirt for all the FFA members in the district. These shirts could be sold
for a profit during events such as District Kickoff and District Convention.

- To help cover costs of District Convention, charge chapters a general registration fee and foreach
contest they have members parficipating in. This will help cover the charges accumulated through
judge meals and thank-you's.

- Host asilent auction at District Convention with items from the local community. Members, parents,
volunteers, judges, and guests can then bid on items throughout the contests. All proceeds from the
auction would benefit the District funds.

- Create a district wide basketball tournament where FFA chapters compete against each other. This
can act as both a fundraiser and as a means of getting the District together. Teams will be charged to
compete and the audience must pay to watch.

- Have the district officer team host a District Alumni telethon where they call former FFA members
within the district and ask for donations fo the local organization.

- Partnerwith the Culver’srestaurants in the area and have a Give-Back night where a portion of all
sales goes back to the District.

- Setup a booth at the county fairs within your district to sell products to consumers. As a bonus, your
officer team and members within the district can share with the public how the products were made.

Do not forget that the district will receive a portion of all dues paid to the organization by FFA members.
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Optional District Events: Districtwide Gatherings

Many districts across the state only get together for business at District Kickoff, Chapter Meeting Contests,
District Convention, and District Officer Team Elections. While additional gatherings are not required, as
an officer team, you may want to consider hosting additional Districtwide events to allow members from
different chapters to have more opportunities to build bonds with peers.

Below is a brief list of some ideas to consider for getting the District together for an enjoyable event:

- District 1 currently hosts an annual Recreation Night where members from across the district gather to
parficipate in a wide range of games and activities. Consider hosting an event similar to this night of
recreaftion and memories.

- Create a Basketball Tournament where each chapter within the district puts together a team to
compete in a head-to-head battle for bragging rights. You can modify this for other sports
fournaments too depending on the time of year.

- Host a bowling night at the local alley and invite chapters from across the districts fo come and enjoy a
few games to get to know their District Officers.

- During National FFA Week, host a Farmer's Olympics event where each chapter competes for
bragging rights in a series of fun minigames such as corn shucking, hay bale toss, seed spitting, and
others. Chapters can also get points for showing team spirit.

- Put together a fishing fournament between chapters at the local waterway.

- Arrange farm fours in the area and invite each chapter to attend to learn more about the agriculture
industry and all it has to offer.
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State Convention

Event Description

One of your final tasks as a District President and member of the Indiana FFA Executive Committee is to
assist with matters regarding the Indiana FFA State Convention. If you elect to run for State Office or to be
a member of the Nominating Committee, you will still have responsibilities at convention.

General Notes

- During Business Sessions, you will need to hold your respective District sign and report District votes
on business.

- You will be conducting your final District Business Meeting to officially elect the new District Officer
feam. Make sure you have all of the materials you need for the meeting and that all new officers fill out
the contact form for the Association.

District Elections
Responsibilities
»  Work with the Secretary to get an official delegate count for the chapters present at elections.
»  Conduct an official business meeting where delegates discuss and vote on slate, officers, and other district
business.
+  Ensure that all of the new officers complete the information sheet for the State Associatfion with their contact
information.

District Advisor Expectations

30

Responsibilities
»  Work with the District President to ensure elections are held in a timely and official manner.
»  Pass any materials or information onto the new District Leadership Team.
+  Discuss dates for required District events for the new year.
v If applicable, consider auditing the District finances at State Convention.
+ Submit Officer Expectation Forms for all new officers to the State Association.
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Preparing the New Team for Success

Congratulations! You have successfully completed your year of service with the Indiana FFA. However,
before you turn the page to the next chapterin life, it is important to fie up any loose strings and prepare
the next officer team for success. Below is a list of ways for you and your officer team to assist in preparing
the new team for a successful year of service.

- Throughout the year of service, have each officer keep frack of their respective officer position’s duties
and also record ideas they felt could have improved the officer position. This can be recorded in a
binder or electronically and passed onfo the new officer.

- Prior to passing the tforch onto the next feam, sit down with your officer team and get their feedback
about what went well throughout the year and also what opporfunities they saw that could use some
growth. This information could be quite valuable for the new officer team.

- Plan a meeting where the current feam and the new team sit down together to discuss what to
expect for the new year and to share bits of advice that may help the new team in their year of service.
This meeting could be done over a conference callif everyone cannot meet at the same fime.

- Ensure that the new officer team has access to all of the files you and previous teams used throughout
the year. You may want to consider saving files in more than one location (ex: flash drive, hard copy in
binders, Google Drive, or Dropbox).

- Exchange phone numbers and emails fo ensure there is always a line of communication open
throughout the year in case questions arise.



Indiana FFA Association
District Leadership Handbook
Revised: July 2025

Additional Resources

The resources described above will hopefully be quite beneficial as you lead your District over the course
of this next year. However, there will probably be many questions that arise that are not located in this
handbook. You are encouraged to use this resource page to seek out additional information to answer any
questions that may arise.

Useful Websites

Indiana FFA: www.inffa.org

National FFA: www.ffa.org

Purdue Extension: www.extension.purdue.edu

Important Indiana FFA Contacts

Indiana FFA Association

To find information on how to contact the Association, please visit www.inffa.org/Association/ and locate
the '‘Contact Us' header near the top right corner of the webpage.

Specific Questions:
Tami Ketchen, Indiana FFA Association Executive Director
- Rules and Guidelines
- Business Sessions
- Finances
Holly Wagner, Indiana FFA Association Deputy Director
- Conferences
- State Officers
Cassie Perrin, Indiana FFA Association Assistant Director of Youth Development
- Executive Committee
- FFA Roster
- Waiver System
- State Officers
Amanda Mullins, Indiana FFA Association Assistant Director for Career and Leadership Development Events
- Career Development Events — Rules, Guidelines, Materials
- Leadership Development Events — Rules, Guidelines, Materials
- Agriscience Fair

Indiana FFA Foundation
To find more information on how to contact the Foundation please visit www.inffa.org/Foundation/ and
locate the ‘Contact Us' header near the top right corner of the webpage.

Specific Questions:
Lisa Chaudion, Indiana FFA Foundation Executive Director
- Sponsorship
- Donations
Anna Ariens, Indiana FFA Development Coordinator
- Chapter Giving
- Blue & Gold Gala
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District Convention Support Team

District Conventions are the largest and most intricate event held in our 12 Indiana FFA Districts. Each district is unique, but all are
centered on conducting most of our state qualifying Leadership Career Development Events. The conventions are led by the District
Officer Team and District Advisor with the support of Indiana FFA State Staff and State Officers, other advisors in the district, other
Executive Committee members, and volunteers. This section of the handbook is about the support team and theirroles in conduction
the convention.

District Convention Support Team Organization Chart

Team Member

Role

Contact Information

INFFA State Staff-

State Association Project Lead

First Point of Contact for District Officer Team and Advisor
Interprets CDE/ LDE Rules & Guidelines

Receives Judges Information and Results

Awards

Amanda Mullins

INFFA Assistant Director -
CDE/LDE
amullins1@isda.in.gov
317-517-1454

INFFA State Staff-
Support

State Association Project Support

Point of Contact if the Assistant Director for Career and
Leadership Development Events Cannot be Reached

State Officer Point of Contact

Tamara Ketchen

INFFA Executive Director
tketchen@isda.in.gov
317-690-3133

Holly Wagner
INFFA Deputy Director
stateofficerprogram@inffa.org

Cassie Perrin

INFFA Assistant Director
cperin@isda.in.gov

IN FFA State Officers

Provides State LDE Materials Day of Event (Specified Later
in the Handbook)

Conduct & Score Quiz Bowl LDEs

Award District Stars and Assist with Awards Ceremony

Assist with Convention Needs Day of the Event

Resources in the Preplanning Process

WILL NEVER BE ASKED TO JUDGE OR INTERPRET LDE RULES

Executive Committee
Contact Sheet

District Officer Team
and Advisor

Facility Preparation

Event Regisfration and Event Logistfics (LDE scheduling,
registration table, judges meeting, tabulationroom set up,
LDE set up, etc.)

Volunteer List and Preparation (includes Judges)

First Point of Contact for District Advisors and Volunteers
Awards Ceremony

Meal Options (Depends on the District)

Submits Results and Judges Contact List to INFFA Director
and INFFA Assistant Director for Career and Leadership
Development Events

District Officer Contact Sheet

Other Advisors in the
District

Guidance for Past District Practices
Resource in the Preplanning Process and Day of Event

IAAE Directory:
See Chapter Advisor

Executive Committee
Members

Resources in Preplanning Process
Assistance with the Day of Event

Executive Committee
Contact Sheet
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Volunteers

Judges for LDEs

Registration Table & Tabulation Room
Guides

Other Logistical Needs as Assigned

District Records and New
Additions

District Convention Handbook




District Convention Logistics

Due to the complexity of the District Convention, it is of the utmost importance to preplan, document, stay organized, and
communicate frequently with the support team. This section of the handbook is designed to help the District Officer Team and Advisor with
convention logistics but will not be all-inclusive as each district is unique.

Pre-Planning Timeline

Action ltem Timeline District Deadline

Reserve necessary areas of the school and request a school administrator to be Atthe beginning of
present. Notify teachersin the school that theirrooms will be used and explain the | the school year
eventsin a memo, so they understand the usage needs of the facilities.
A list of areas include:

e  Classrooms (LDE and Chapter Home Rooms)

e  Computer Labs (Essay and Regular and
Freshman Extemporaneous Speaking)

e  Office or Secure Room for Tabulations

e  Auditorium (Awards Ceremony, Orientation, and Talent)
e  Cafeteria (Meal Functions and Social Area for Members)
e  Media Center (Often Used for Judges Meeting)

e  Enfry Areas or Other Open Space (Registration)

Communication with the chapters in the district 1-2 months before
e Location, Date, Time the events.
e  District LDE Registration Form
e  Cost of Registration
e  Deadlines for registration, speeches, and other prejudged materials
e  Where to locate updated LDE Rules and Guidelines (inffa.org)
e Some LDE's willbe on separate days as the District Convention
e Uponreceiving the last changes to the registrations, draft a schedule
for the contests. Send these to all advisors to verify that there aren’t
conflicts. Then fix the schedule.
Meet as a District officer team and Advisor to divide out responsibilities for the 2months before the
events. evenfts.
District President should collect judges’ information at least fwo months before the 2months before the
events from District Officers and chapters. event.
Send a letter to the judges with information about the event they are judging.
e Include any copies of reports, speeches, efc. that they will need to judge
before coming to the event.
Meal Arangements need fo make at least one month before the event. One month before
the event

e  Noft all districts offer meals to members and advisors if your district
does the cost might need to be covered through registration costs.

e  Most districts have judges’ and volunteer meals as
well as refreshments during the events.
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Volunteers to help with event logic need to be secured and roles assigned. They Two-three weeks
could be members of the host chapter who are not participating in LDEs (Courtesy | before the event
Corp) and
community members that aren’t judging.
Tasks would include but aren't limited to the following:
e  Eventset-up and clean-up
e Set-up and run event registration table
e  Post-event order on appropriate rooms
Direct students and judges to their areas
Organize and serve refreshments and meal

o  Oversee events while District Officers compete
®  Run tabulation room
e  Adult volunteers could be alternates for judges when judges cancel

Send out reminder emails one week before the event as a reminder fo the judges, Oneweek before
chapters, and host school facility and staff. the event

e Send a finalreminder email the day before the contest
e  Send chapters contest schedule again to check for conflicts

Utilizing the LDE needs sheet, gather all the supplies needed for the LDE's and Oneweek before
create appropriate signs to be placed around the schoolincluding a contest the event.
order for each room.

Day of Event Timeline

Action lfem Timeline Responsibility of
District officer meeting: The evening before District Officer Team and Advisor
the event.

®  Review procedures for the day of the event (agenda)
e  Go overstudent meeting and awards program scripts
®  Practice opening and closing ceremonies

e  Tour the facilities fo make sure the team knows
where each eventis taking place

Setting Up 1-2hours before District Officers and Advisor

e  Beginregistration with attendance numbers are event start ime
taken for each event

e  Mealtickets and school maps are distributed

® Invoices and receipts are available

e Have separate judges’ check-in.

® Prep Facilities: Place gathered
suppliesin appropriate LDE areas,
unlock doors, etc.

e  Mealsetup

Hold student meetings where students are made aware of: 1-1/2hour before District Officer Team and school

e schedule for the day event start time administrator

®  any restricted areas
e schoolrules

Hold judges meeting where judges are made aware of: 1-1/2hour before District Advisor and State Officers
e schedule of the day event start fime
general judging procedures
proper scoring procedures
updated member participation lists

question and answer period
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Complete score tabulations and enter results that will be announced

in the binder to be placed on the podium at the awards program.

Immediately after
the event end
(during the meal)

District Advisor

Begin awards program close to the end of tabulations. If you start with
Star awards and proficiencies, you will be ready to give LDE awards
by the time the tabulations are finished up.

Close to the end of
tabulations.

District and State Officers
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General Comments

1. Make maps of the contest location for each judge and a few for each chapter showing:
e Enfrances
e Bathrooms
e Registration Table
e  Where opening/closing ceremonies and awards will be presented
e Judges meeting room
e Practice Rooms
e Contest Rooms
e Social area (area for attendees can be before they go fo their prep rooms or when they're finished competing)
e It may be helpful to attach a simple listing of room numbers and their use
2. Registration table:
e Advisors make changes fo a master schedule
e  Copy for chapters and judges (delivered before the conclusion of the judges’ meeting)
e Judges will check in and verify their information on a judge’s sheet
e Send to Ms. Mullins immediately after the conclusion of your confest.
e Advisors and judges will be given maps of the building.

e Chapters will be told where to meet and at what fime opening ceremonies will be conducted or when the first
contest will start.

e Judges will be told where the judge's meeting will be held and when it will begin.
e Advisors will pay any registration fees, if necessary.

3. Make sure you keep the facilities custodial staff is always well informed about the convention.
They will be a critical part of the success of the event. Be sure to recognize their efforts
appropriately and thank them for their contributions.

4. Set deadlines, follow deadlines, copy all teammates, district advisor[s], and anyone else the information pertains to in
all emails and correspondence.

5. If your district has registration fees, we recommend informing them they will be billed based on the registration they turn
in on the deadline. If you allow them to drop contests and be refunded, allow them to do this up until a certain point
(consider 2 weeks before the event).

6. Awards program:

e Podium and microphone
e AV needs as the program requires (facility AV fechnicians on-site)
e Have atable near podium/microphone for State Officers to place awards

o Script (Opening and closing ceremonies, announcements and chapter communications about the
event, proficiency awards, Star awards (state officers will present), LDE results, other items as required
for the district)

e Paraphernalia and gavel
e Table and Chairs for officer team besides the podium
7. Have copies of all correspondence to back yourself up if an advisor claims you didn’t do
something you did... that said, follow through, be consistent, and over-communicate!
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District Convention Volunteers

Volunteers are crifical to running a successful District Convention. Not only are the volunteers your judges to your
Leadership Career Development Events but they will be the ones that will help carry out the logistics of the day while
the District Officers are in and out of competing themselves. This section is directed around organizing your volunteer
network for District Convention.

Preplanning
1. Secure a minimum of four judges at least one month before the event.

e Having four judges will allow enough judges for the LDE if a judge ends up not being able to attend the day.
2. Be sure and get judges from all parts of the district to ensure a random sampling of unbiased, knowledgeable judges.
e Do not use parents or relatfives in contests where the child is competing.
e No event should have more than one judge from the same chapfter.
e Choose qudlified individuals with expertise in the proper events. For instance: Past FFA
Members, Businesspeople, Teachers, Parents, etc.
3. Send out reminder letters after securing judges to help them understand the event they will be
evaluating and to give them the details of the actual event day.
. Encourage judges to find a replacement for themselves if they cannot attend at the last minute.
. Send out all pre-judged items with the reminder letter such as applications, speeches, written plans, etc.
. Be sure to secure adults and members not partficipating in an LDE to help run the logistic of the
day. They need to be well informed and individuals who can take directions easily. Please be
sure to select volunteers you can frust to do the work without being always supervised.

[opIN&) BN

Day of Convention

1. Judges Meeting:

e Agenda
o Welcome/thank
o ConventionSchedule
o Overall Procedure of the Judging Process
o Judges' Packets and Review
o Review Scoring Procedures

o Questions?
2. Overdll Procedure:
e Onejudge should be designated as a timekeeper who will record the time used by each student, noting
under fime or overtime, and calculating any point deductions resulting from time violations.
o Atfthe time of the event, the judges will be seated in different sections of the room in which the event is
held. They will individually score each student upon the quality of presentation, using the score sheet provided.
e When questions are needed, each judge shall formulate and ask questions. Questions shall pertain directly to
the speaker’s subject and questions containing two or more parts should be avoided. Judges will score students
on the ability fo answer all questions asked by all the judges.

e When fime is called during the question phase by the timekeepers, questioning by the judges and
answering by the students ends immediately.
3. Judges' Packets and Review:
e Review the itemsin the packet with the judges.
o Allow judges to have the time to review the packets and ask clarification questions.
e Encourage judges to orally critique the students, as this is an educational event. Be sure fo remind them to
give both positives and improvements.
4. Judges Packet:
Rules of the LDE
Score sheets
Scratch Paper
Pre-Information that Should Have Been Sent (Speeches, applications, etc.)
Calculators
Writing Utensils
Time Piece or Stopwatch
Envelope
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List of Participants

Schedule of LDEs

Map of event Areas

Results Sheet

Pitcher of Water and Glasses

Other Necessary Items for individual events

5. Scoring Procedures:

When all students have finished presenting, each judge will fotal the score on each student using the timekeeper’s
record.

Students shall be ranked in numerical order based on the final score to be determined by each judge
without consulting with each other.

The judges ranking of each shall be added (not the actual numerical scores), and the winner will be the
student that scores the lowest sum of rankings.

In case of a tie, the individual who has the highest total numerical score shall have a priority rafing.
After all, students have participated, have the judges walk the results to the tabulation room.

Have the judges fill out an evaluation of the event at that fime and confirm their placing of the students to
avoid any confusion after they leave.

6. Once the events have begun, check with the judges often, but after the first students have
completed ensuring there is no confusion amongst judges on how to evaluate the students.

General Comments

1. Meet with District Advisor/District Officer Team to match judges with LDEs. Plan to have 4 judges/contest.

2. Send thank you notes to all those who helped (judges, school administration, teachers, etc.)
to thank him/her, and encourage that individual to help again in the future.

3. Complete the database of results and forward it to the state within three days of the conclusion of the contest on the
state-supplied excel template.

4. Review the Judges Information Cards and provide the names and contact information

(preferably email) for any judges who indicated a desire fo be considered as a judge for the

State LDE Events. Please send contact information to the INFFA Assistant Director for Career

and Leadership Development Event Program Manager.

District Convention Handbook 9



District Convention Leadership Career Development Events

District Leadership Career Development Events are the major focus of the District Conventions. It is paramount that they are well
prepared and conducted to give each member a great experience as well asidentify the best representative from the district to
compete at the state-level event. In this section, we will work through the individual Leadership Career Development Events to be
properly prepared for the District Convention.

Preplanning
Leadership LDE Needs List
Event State to Provide District to Provide
Agriculture Sales Presentation N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
signs; rules & guidelines
Agricultural and Farm N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
Business Management signs; rules & guidelines

Demonstration

Agriculture Mechanics and N/A 3 Judges; stop-watch; scorecards (75); prep &eventroom

Technology Demonstration signs; rules & guidelines

Animal Science Demonstration N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
signs; rules & guidelines

Food Science Demonstration N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
signs; rules & guidelines

Horticulture Science & N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom

Landscape Management signs; rules & guidelines

Demonstration

NatfuralResources Demonstration N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
signs; rules & guidelines

Plant and Soil Science Demonstration| N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom
signs; rules & guidelines

Persuasive Essay Topic Cards 3 Judges; stop-watch; scorecards (75); paper and pencils;
event room signs; rules & guidelines.

Computer lab space for 15 with Word, Internet, and printer
capability.

Exhibit N/A 3 Judges; copy of event rules; plug-ins; extension cords;
scorecards (50); prep & event room signs; rules & guidelines

Extemporaneous Public Topic Cards 3 Judges; scorecards (75); stop-watch; prep & event room

Speaking signs; rules & guidelines

Freshman Creed N/A 3 Judges; scorecards (75), prep & event roomsigns; rules &
guidelines

Freshman Extemporaneous Topic Cards 3 Judges; scorecards (75); stop-watch; prep & event room

Public Speaking signs; rules & guidelines

Freshman Public Speaking N/A 3 Judges; e-mail speeches to judges; stop-watch; scorecards

(75); prep & event room signs; rules & guidelines

Employment Skills Online Job Application 3 Judges; e-mail cover letters and applications to
judges; scorecards (75); prep. and interview room signs;
rules & guidelines

Premier Leadership Contest Questions 3 Judges; Hoosier Degree signature page, Resume, FFA/SAE Scope
scorecards (75); prep & eventroom signs; rules & guidelines
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Prepared Public Speaking

N/A

3 Judges; e-mail speeches to judges; stop-watch; scorecards
(75); prep & event signs; rules & guidelines

Quiz Bowl

Quiz Bowl Test Questions

1 Judge; prep & event room signs; rules & guidelines; Scantron
machine and cards (if not available contact state)

Scrapbook-Multimedia N/A 3 Judges; scorecards (75); rules & guidelines

Scrapbook-Traditional N/A 3 Judges; scorecards (75); rules & guidelines

Talent (optional for districts) N/A 3 Judges; scorecards (75); rules & guidelines. Possibly AV needs
depending on registration

Discovery Creed N/A 3 Judges; scorecards (75, prep & event room signs; rules &
guidelines

Discovery Degree Demonstrations N/A 3 Judges; stop-watch; scorecards (75); prep & eventroom

See rules for specifics of each signs; rules & guidelines

Discovery Degree Prepared N/A 3 Judges; e-mail speeches to judges; stop-watch; scorecards

Public Speaking

(75); prep & event signs; rules & guidelines

Discovery Quiz Bowl

Quiz Bowl Test Questions,

1 Judge; prep & eventroom signs; rules & guidelines; Scantron
machine and cards (if not available contact state)

Discovery Degree
Extemporaneous Speaking

Topic Cards

3 Judges; scorecards (75); stop-watch; prep & event room
signs; rules & guidelines

District Convention Handbook
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Day of Convention
1. Leadership LDE General Rules

e Official Dress is required for all leadership LDE events unless otherwise noted.

e Eachchapteris entitled to one entry in a district leadership LDE event.

e Each district is entitled o one entry in a state event.

e Allstudents must be currently enrolled in a high school agriculture education course at the time of the
district event and have their state dues paid to be eligible to compete, excepft for the Talent event (see
official Talent rules).

o The first-place teams or individuals at district events will advance to the state event.

2. Leadership LDE Eligibility

e Any member competing at National FFA Convention in a specific LDE is no longer eligible fo compete in
that specific LDE in future years at the district, state, or national level. They are still eligible in any other LDE
areaq.

o State Winners No Longer Eligible to Compete in Leadership LDE

o Demonstrations (may compete in a different demonstration areaq)

Public Speaking
Extemporaneous Public Speaking
Essay
Job Interview
Quiz Bowl (Discovery Degree Quiz Bowl winners can compete in regular Quiz Bowl Division when they are
age-appropriate)
e State Winners EHligible Every Year

o Scrapbook

o Exhibit

O O O O O

General Comments
1. Demonstrations LDE
o  Carefully consider the rooms utilized for these contests. Many contestants may require certain AV needs,
have heavy equipment that cannot be transported upstairs.
e Communicate with the teachers/professors who utilize these rooms about what willoccur, what you must
do to return the rooms fo their normal condition, and if there is projector access.
e Usethe Indiana FFA website to secure rubrics/scorecard
2. Essay LDE
e Be sure to provide all materials as outlined in the LDE needs list.
e Usethe Indiana FFA website to secure rubrics/scorecard
3. Freshman Extemporaneous and Extemporaneous LDE'’s
e Besure to provide all materials as outlined in the LDE needs list. (Timecards)
o Atthe propertime as outlinedin the guidelines, have the students pick their topic from the cards are face downona
table.
4. Employment Skills (Job Interview) LDE
e Be sure to provide all materials as outlined in the LDE needs list.
e Have students submit their job applications, coverletters, and resumes before the event orhave them bring them
the day of.

o Hovin? students submit the cover letters and resumes before the event will allow you to get
the information out to the judges to score before the event.

e Rememberyou NEED 2 sets of judges for this event. One to grade all pre-submitted materials, one to evaluate the
interview portion.
5. Quiz Bowl LDE
e Be sure to provide all materials as outlined in the LDE needs list.
o Willbe graded via Zip Grade - INFFA State Officers will bring necessary materials and grading app.
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District Leadership Career Development Events Judge’s Information Card

First Name: Last Name:

Home Address:

City: State: Zip:
Phone: Email:

Occupation:

Background/passion:

Degree:

Name of Employer:

Occupation Title:

Business Address:

City:

State: Zip:

Business Phone:

Business Email:

Local FFA Chapter Affiliation:

Former FFA Member (circle one): Y N
Former FFA Chapter:

Former Agriculture Teacher Name:

| would like to be a judge for a State LDE: Y N

District Convention Handbook
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Sample Judge’s Request Letter:

TO: Potential 2025 District Leadership Contest Judge
FROM: <Insert Name Here>
DATE:  <Insert Date Here>

RE: District Leadership Career Development Event Information

First, on behalf of the <Insert District Here> FFA< we would like to thank you for all your aid in the development of our youth. The <Insert District
Here> FFA will be holding the 2025 <Insert District Here> FFA Leadership Contest on <Insert Date> at <Insert Location>. The purpose of this event
is to evaluate our FFA members’ skills and talents in various areas of competition. The evaluation of these members will reflect the abilities with
which they will be able to compete at higher levels of competition, and ultimately direct how they continue to develop themselves as young
agricultural leaders.

We hope you understand the magnitude of the opportunity you must develop these young leaders and would like to extend an invitation to you to
participate in the evaluation of these young competitors.

Enclosed in this letter is an information card. It would be greatly appreciated if you would inform us if you will be able to help in the evaluation of
our students no later than <Insert Date>.

Thank you again for the ways you support today’s youth, and we look forward to hearing from you. If you have any questions, you may contact
<Insert Contact> at <Insert email/phone>.

Regards,

<Insert Information>
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Sample Judge’s Letter:

TO: 2025 District Leadership Career Development Event Judges
FROM: <Insert Name Here>

DATE: <Insert Date Here>

RE: District Leadership Career Development Event Packet

Thankyou for agreeing to be a partner with the Indiana FFA Organization as a 2025 Career Development Event Judge on
<Insert Date> at <Insert Location>. On that day, we ask that you arrive <Insert Time> and report to <Insert Place> for a brief judges meeting. There
you will receive your registration information, meet your fellow judges, and learn about the logistics for the day’s events.

Enclosed in this packet are the following materials:

e  Event guidelines, scores card, and vital information
o  School Map

e  Student Entry Copies (only for public speaking, freshman public speaking, job interview, agricultural communications,
and leadership ambassador judges)

e  Listing of all Career Development Event Judges

Please look at this packet and be sure to read the event guidelines carefully. If you have any questions, please feel free to call me at <give school
phone number> or speak with my agricultural instructor, <Insert Name> before the event date.
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