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Ocean View Christian Academy
2460 Palm Ave.

San Diego, CA  92154

Calvary Murrieta Christian School
Coordinator, Mary Lyn Lopez

Capistrano Valley Christian Schools
Coordinator, Johanna Cheng

Christian Junior/Senior High School
Coordinator, Orlando Duarte

Ocean View Christian Academy
Coordinator, Tim Rutherford

Rancho Christian Academy
Coordinator, Inger Romero

The Rock Academy
Coordinator, Donna De La Torre

Tri-City Christian Schools
Coordinator, Connie Wright

SPELLING BEE AGENDA
Volunteer Training Session      5:00

“The Pier”             

Registration Begins      5:45
Auditorium Lobby             

Opening Ceremony Begins      6:15
OVC Main Auditorium             

Grade Level Bees Begin      6:30
Classrooms (See Program)             

Final Spell Off Begins      TBD
OVC Main Auditorium             

On behalf of ACSI and OVCA, welcome to this year’s ACSI District 1 Spelling Bee.  The ACSI 
Spelling Bee provides such an amazing opportunity for our students to expand their horizon and 
engage in academic competition in a Christ-centered environment.  

We are pleased to be able to serve as a host site and hope that your experience is the best it 
can be.  If you need anything, through the course of this event, please feel free to let 
myself or any staff member know and we 
will make sure to assist you right away.

God bless!

Tim Rutherford
Vice Principal/Spelling Bee Chair 

Check-in for spelling bee participants begins at 5:45pm in the main auditorium lobby.

Participants should plan on arriving no later than 6:00pm.

The opening ceremony will begin promptly at 6:15pm.

Individual grade level bees will begin at 6:30pm

Awards will be given upon the conclusion of each bee.

The top 4 finishers in grades 5 through 8 will convene in the main auditorium for the final 
spell off upon the conclusion of the grade level bees.  The top 4 will winners will advance 
to the regional bee in Pasadena, CA.

Family and friends are welcome to watch the bees.

Due to limited space, the number of spectators for each student may be limited per 
grade level.

Spectators and eliminated spellers are not allowed to enter and exit bees during the 
competition. Breaks will be given for entering and exiting the bee.

No photography/videotaping or recording of any kind is permitted after the practice 
round of any bee.

It is important to provide a quiet environment for our contestants.  You assistance with 
this is appreciated.

So, whether you eat or drink,
or whatever you do,

do all to the glory of God.
1 Corinthians 10:31 ESV
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TRAINING SESSION AGENDA

VOLUNTEER SCHEDULE

Ocean View Christ ian Academy

January 22nd, 2016
6:15pm

Hosted by

Volunteer Check-In & Dinner     5:00

Training Session Begins     5:15

15 Minute Break     6:00

Judges report to     6:15
     respective rooms            

 Hosts should report            
   to the auditorium            

Grade Level Bees Begin     6:30

Final Spell-Off Begins     TBD

Welcome  

Overview of Schedule and Agenda

Job Descriptions
 Spell Master (Judge A)
 Head Judge (Judge B)
 Recording Judge (Judge C)
 Arbitrator (Judge D)
 Round Keeper (Judge E)
 Room Host

Campus Map and Room Layout

Procedures and Rules
 Beginning the Bee
 Sample Script
 Conducting the Bee
 Awards
 5th - 8th Grade Spell-Off

Housekeeping Items

Question and Answer Session

Prayer

Dear Volunteer,

On behalf of ACSI and OVCA, thank you for volunteering 
to assist with this year’s ACSI District 1 Spelling Bee.  The 
ACSI Spelling Bee provides such an amazing opportunity 
for our students to expand their horizon and engage in 
academic competition in a Christ-centered environment.  
Without you the bee could not be possible.  

We are pleased to be able to serve your school and 
students as a host site and hope that your experience is 
the best it can be.  If you need anything through the 
course of this event, please feel free to let myself or any 
staff member know and we will make sure to assist you in 
any way we can.

Thanks again and God bless you!

Tim Rutherford
Vice Principal/Spelling Bee Chairperson 
  

NOTES



District  1  Spell ing Bee
January 22nd, 2016

6:15pm

In addition to the requirements for each volunteer postition contained in the ACSI Job Description 
section, there are a few additional instructions for various positions that need to be fulfilled in order to 
conduct the spelling bee on behalf of ACSI.  Please review the additional instructions for your position.

Spelling Master [Judge A]
Collect all spelling lists, place them in the Returned Spelling List Folder and return the folder to the regis-
tration officials in the auditorium lobby.  There will be 3 spelling lists for each bee that must be returned 
according to ACSI requirements.  The spelling master, head judge, and arbitrator each have been given 
a word list.

Head Judge [Judge B]
Collect all materials from all judges, not including spelling lists, and return them to the labeled supply 
box in the room and leave it on the table.
  Each room should have the following to be returned to the supply box:
   Volunteer Place Holders
   Extra/unused notepads and pens/pencils
   1 - Digital Voice Recorder [Arbitrator]
   1 - Merriam Webster Dictionary, 11th edition [Arbitrator]
   Any other remaining supplies

Arbitrator [Judge D]
Please ensure that the dictionary and digital voice recorder are returned to the labeled supply box in the 
room.

Round Keeper [Judge E]
After finalizing the Division Roll Form by clearly marking which contestants placed 1st, 2nd, and 3rd, 
return the Division Roll Form and Check-In Sheet to the registration officials in the auditorium lobby.

Additional Duties and Finalizing the Spelling Bees

NOTES
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Personnel Needed for the Day of the Spelling Bee
By registering to participate at any level of this ACSI sponsored activity, school administration affirms that "All staff 
and volunteers the school is providing meet the school’s internal policies and standards as well as state 
requirements for working with children in a K-12 private school setting."

Job Descriptions
Registration Desk Workers
You need one or two persons to work at the registration desk. Have a list of schools (Check-In Sheet) typed and available 
at the desk.
Registration workers will do the following:
 1. Check schools on the list as they arrive.
 2.  Verify that spellers brought student name cards (provide name tag labels and markers for those who forgot).
 3. Provide copies of the agenda for the day.
 4. Provide copies of room assignments for spellers.
 5. Provide each school coordinator with one Evaluation Form.
 6.  At the end of the day, collect evaluation forms (or instruct coordinators to mail them to the ACSI regional office).
Spelling Master (Judge A)
A sample spelling bee script (see appendix A) is included in this handbook for your reference.
 1.   Initiate the bee with a practice round. (There is no elimination during the practice round.)
 2.   Pronounce the word to be spelled and automatically give a sentence. Address it to the contestant.
 3.  Listen as the contestant spells, and kindly communicate whether he or she can continue in the bee. (Example response: 

“That is correct” or “I’m sorry. That is incorrect. The correct spelling is ______. Please report to the round keeper.”)
 4.  Be prepared to give any repronunciation or definition to aid the contestant’s understanding of the word. The spell 

master may not give the part of speech or the root word if requested by the speller. (The speller may ask, “Is the 
word a ___________?” or “Is the root word_______?” The spelling master may answer yes or no.) Contestants 
must request all aid; do not just volunteer the information. Exception: The spelling master will automatically give a 
sentence after the word to be spelled has been pronounced.
The judging panel may decide when the word has had ample clarification. At that point, you shall instruct the 
contestant to say the word and begin spelling.

 5.  If the spelling master is unsure of the pronunciation of the word, or is unable to pronounce the word according to the 
dictionary pronunciation provided, that word shall be skipped and a notation will be made in the spelling master word 
list that it was not used in the bee. It is appropriate to confer with the head judge in making this decision.

 6.   The spelling master will address the contestant after another judge has informed the judging panel that a contestant 
has been eliminated by a rule infraction.

 7.  If two rounds of words lapse with no elimination of students, the spelling master will be informed by the round 
keeper. The spelling master may choose to advance to the word list for the next level of difficulty. 

 8.  Grades 1–4 only: The spelling master may give a second round of practice words to “erase the jitters,” prior to the start of the 
bee. The second practice round must be explained prior to the start of that round.

Head Judge (Judge B)
 1.  This judge represents the judging panel and talks to and assists the spelling master.
 2.  This judge stops the student if he or she does not pronounce the word or if he or she does not pronounce it correctly, 

watches for procedure infractions, etc. If the contestant fails to pronounce the word correctly, the head judge may 
stop the student and say, “I’m sorry, you are mispronouncing the word. Please listen as the spelling master repeats 
the word.” (This may also be done by the spelling master).
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 3.   This judge will assist the spelling master in any way possible to keep the bee running efficiently and in the 

elimination of contestants who misspell words.
 4.  This judge operates the stopwatch.
  a.  Time begins after the word is clarified (if requested) and the speller pronounces (or is advised to pronounce) the 

word. The contestant has 30 seconds to begin spelling. If he or she has not begun at the end of 30 seconds, say, 
“Time. You must complete the spelling of the word in the next 30 seconds. Please begin.”

  b.  Start the stopwatch immediately. If the contestant does not finish spelling the word in this 
30-second period, say “Time. I’m sorry, too much time has elapsed.” (The spelling master then directs the 
contestant to report to the round keeper.)

Recording Judge (Judge C)
 1.  Have a notepad of paper and write down each letter as the contestant spells (necessary for the retracing rule).
 2.   If the contestant stops spelling and starts over, you must check the letter sequence you wrote down and be certain 

that no changes were made.
 3.   If the letter sequence is changed in any way during the retracing, simply say to the judging panel, “I’m sorry, the 

letters were changed during retracing.” The spelling master will then inform the 
contestant of his or her elimination from the spelling bee.

 4.   A second recording judge may be used if an electronic device is not available.
Arbitrator (Judge D)
 1.   The arbitrator resolves questions or conflicts regarding rules or procedures.
 2.   Rules 12 and 13 in the Procedures and Rules section of this handbook are very important to this 

official. This official must pay close attention to every aspect of the contestant’s participation, as a protest could be 
filed at any time for many different reasons.

 3.   This official should operate the recording device and should have access to the official ACSI dictionary. A word list 
should be at the arbitrator’s disposal (never within reading range of the speller in progress).

 4.   This official assists the spelling master by looking up words in the dictionary for additional clarification when 
requested by the contestant (keep the dictionary out of the speller’s view—the portion of the dictionary you are 
looking at can be a clue to the first letter of the word).

Round Keeper (Judge E)
 1.  This official’s first responsibility is to keep record of the rounds:
  a.  Have a flip chart or cards with separate numbers on each sheet.
  b.  Watch the order of contestants. When a contestant is ready to spell again, a round has been completed.
  c.  Give careful attention to who begins each round, as it may change because of the elimination of the previous 

“first” contestant.
 2.  The second responsibility is to log (record) the correct or misspelling for each speller.
  a.  Have a Division Roll Form numbered from 1–_______, according to the number of contestants.  
  b.  Write the name of each speller, their number, and their school
  c.  Enter the round number at the top of each column
  d.  Mark C for correct spelling and M for misspelling for each participant in each round.
 3.  The third responsibility is to inform the spelling master if two rounds elapse with no elimination of students.
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Procedures and Rules
 1.  Officials of the bee shall include the spelling master, head judge, recording judge, arbitrator, and round keeper. 

Additional officials may include a timekeeper, additional recording judge, and a host/advocate.
The head judge will also act as spokesperson for the judging panel. This judge will speak to the spelling master.

 2.  Words shall be pronounced according to the diacritical markings in Merriam-Webster’s Collegiate Dictionary, eleventh 
edition, from which the definition or definitions are provided.
The spelling master may not give the part of speech or the root word; however, if asked, “Is the word a ________?” 
or “Is the root word ______?” the spelling master may answer yes or no.

 3.  Merriam-Webster’s Collegiate Dictionary, eleventh edition, shall serve as the final authority for the spelling of words. 
If a word has two or more accepted spellings, only the spellings set in boldface type and separated by the word or, 
and in some cases the word also, at the beginning of the descriptive matter, will be accepted as correct. Spellings 
labeled as archaic, obsolete (abbreviated obs), and regional (such as North, Midland, South, British, Irish) that are 
different from those in boldface type will not be accepted as correct.

 4.  The spelling master will initiate the spelling bee with one practice round, grades 5–8; one or two practice rounds, 
grades 1–4. Ask participants if they have any questions. Only during the practice round(s) may students misspell a 
word and continue in the contest.

 5.  The procedure the spelling master will use for each word is to pronounce the word, automatically give a sentence for 
clarification, and repeat the word.

 6. The contestant must do the following:
  a.  Look at the spelling master/judging panel.
  b.  Say the word before spelling. This is to ensure that the student heard the word correctly.
  c.  Spell the word orally. Students will not be permitted to write their words. (Clarification: Students will not be 

allowed to write the words in their hands, on their pants, or in the air.)
  d.  Say the word again after it is spelled, to indicate spelling is complete.

This is the say-spell-say procedure that must be followed to ensure that (1) the speller understands the correct 
pronunciation of the word and (2) the judges know when the spelling is complete and that no letters will be added. 
The head judge will stop the student if he or she fails to pronounce the word before spelling or if it is pronounced 
incorrectly. Note: Failure to say-spell-say will not, in itself, eliminate the speller from competition, but it will reduce 
the chances of correct spelling and/or the ability to arbitrate, and may cause the speller to exceed 60 seconds.

  e.  Contestants must speak clearly and loudly. The judges’ decision is final in determining the correctness of the 
spelling, which may be misunderstood if not spoken clearly.
The contestant could either ask for a definition of the word for clarification before beginning to spell, or ask for 
the definition, sentence, and/or pronunciation to be repeated. Requests will be granted until the judges agree 
that the word has been made reasonably clear to the speller. If a student takes advantage of the rule, he or she 
will be advised by the spelling master to say the word and begin spelling.

  f.  The following procedures are recommended to make the bee run smoothly and efficiently:
After the student spells the word

   1)  If it is spelled correctly, the student returns to his or her seat and the student in the waiting area moves up to 
the microphone. As this occurs, the next student approaches the waiting area.

   2)  If it is spelled incorrectly (or eliminated by rules infraction), the student goes directly to the round keeper (or 
to the arbitrator if there is a protest regarding the judge’s decision, see rule 12, in the Procedures and Rules 
section of this handbook).

   3)   When a student has been eliminated from a round, the next speller moves up to take the vacated seat, thus 
keeping spellers sitting together.

   4)  The above procedures may vary for grades 1–4 and during the first part for grades 5–8, depending on the 
facilities available (this includes the use of microphones). However, all procedures must be followed for the 
district spell-off rounds, the regional bee, and the ACSI National Bee.
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 7.  After clarification (if requested) and after the student pronounces (or is advised to pronounce) the word, he or she 

shall have 30 seconds to begin spelling. If the student does not begin spelling at the end of the 30-second period, 
he or she shall be reminded by the judges to begin spelling. The student shall have 30 seconds from the time 
the judges remind the student to begin spelling until he or she must finish spelling the word. The judges will then 
disqualify the student who has not spelled the word by the end of the 30-second period. The speller will then report 
to the round keeper.

 8.  A contestant may stop and start over, retracing the spelling from the beginning, after having started to spell a word. 
However, in the retracing, letters and their sequence must be the same as those first pronounced. If a contestant 
changes letters or their sequence during the retracing, he or she will be disqualified.
For clarity, and to avoid misunderstanding, the student must indicate verbally when he or she is starting over.

 9.  When a word is misspelled, the spelling master will say, “I’m sorry. That is incorrect,” then correctly spell the word for 
the contestant and give the next word to the next speller.

 10.  Every speller, upon elimination for whatever reason, will report to the round keeper (or to the arbitrator if there is a 
protest regarding the judges’ decision; see rule 12).

 11.  No talking will be allowed among contestants or between contestants and members of the audience. If a contestant 
receives assistance from anyone in the audience, he or she will be disqualified. The audience is also requested 
to remain seated until a break, to avoid confusing or distracting the contestants. Contestants found talking may be 
disqualified from the bee.

 12.  Any questions related to the spelling of a word should be referred to the arbitrator immediately (by going to that 
person). It is permissible to approach the arbitrator after reporting to the timekeeper.
In any instance, the speller, and coach are the only persons permitted to protest on behalf of the speller they represent. 
The deadline for making a protest is before the affected contestant would have received his or her next word, had he or 
she stayed in the contest. No protest will be entertained after that word has been given to another speller. After making 
a protest, the speller, or coach will move back 15 feet to allow the judges to make a decision. The head judge will 
communicate to the speller, or coach the final decision. The speller, and coach do not participate in the decision-making 
process, nor do they have access at any time to the judges dictionary, tape recording, recording judges tablet, etc. If a 
speller is placed back in the spelling bee, the speller will be given a new word to spell for the round and assume his or her 
original place if the new word is spelled correctly.

 13.  The arbitrator shall have access to the word list, its pronunciations, definitions, and sentences; the official bee 
dictionary; the tape recording of the bee; the rules; and the timekeeper’s record sheet. If the challenge cannot be 
resolved from one of the above resources, the arbitrator shall call for a brief time-out to confer with the judges. The 
judges’ decision shall be final.

 14.   If only one of the contestants remaining in the contest at the start of a round spells a word correctly during that round, the 
contestant shall be given an opportunity to spell the next word on the list. If the contestant succeeds in correctly spelling 
the new word, the contestant shall be declared the champion. Otherwise, all the contestants remaining at the start of the 
round shall remain in the competition. A new round will begin, with all of the contestants spelling in their original order. 
After the champion is declared, a tiebreaker will take place if there is a tie for 2nd, 3rd, or 4th place. (See 
“Tiebreaker” below).
Explanation
 If all spellers in a round misspell a word, all remain in the competition and a new round begins.
 If only one speller in a round spells correctly, a new round begins and the speller is given an opportunity to spell the 
next word on the list (anticipated championship word). If the speller succeeds in correctly spelling the anticipated 
championship word in this round, the speller is declared the champion.
Example 1:  In Round 14 there are four spellers. Spellers 5 and 20 misspell. Speller 32 spells correctly. Speller 40 

misspells. So, Speller 32 is the only speller in the round to spell correctly. Speller 32 begins Round 
15 and is offered the anticipated championship word. Speller 32 correctly spells the anticipated 
championship word and is declared champion. 

 Example 2:  In Round 14 there are two spellers. Speller 20 misspells. Speller 32 spells correctly. Speller 32 begins 
Round 15 and is offered the anticipated championship word. Speller 32 correctly spells the anticipated 
championship word and is declared champion.
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 Example 3:  In Round 14 there are two spellers. Speller 20 spells correctly. Speller 32 misspells. Speller 20 begins 

Round 15 and is offered the anticipated championship word. Speller 20 correctly spells the anticipated 
championship word and is declared champion.

 If a speller misspells the anticipated championship word, a new round begins with all the spellers who spelled 
(correctly and incorrectly) in the previous round. These spellers spell in their original order.
Example 1:  In Round 14 there are four spellers. Spellers 5 and 20 misspell. Speller 32 spells correctly. Speller 40 

misspells. So, Speller 32 is the only speller in the round to spell correctly. Speller 32 begins Round 
15 and is offered the anticipated championship word. Speller 32 incorrectly spells the anticipated 
championship word. Round 16 begins a new round with Spellers 5, 20, 32, 40 each given a new word.

Example 2:  In Round 14 there are two spellers. Speller 20 spells correctly. Speller 32 misspells. Speller 20 begins 
Round 15 and is offered the anticipated championship word. Speller 20 incorrectly spells the anticipated 
championship word. Round 16 begins a new round with Spellers 20 and 32 each given a new word.

Tiebreaker: All spellers eliminated in the same round are tied for the same place. After the champion has been 
determined, spelling bee officials will conduct tiebreakers if there is a tie for 2nd, 3rd, or 4th place. Tiebreakers are 
necessary for the awarding of prizes or/and the determination of qualifying spellers for the next level of competition. 
The judges will give each student two words to spell consecutively. The speller will spell two words before the next 
speller is given an opportunity to spell two words. The speller who spells the most words correctly is given the higher 
place. If the students spell the same number of words correctly, the judges will give each student two additional 
words to spell consecutively.

 15.  The ACSI Spelling Bee panel of judges will be in complete control of the spelling bee; their decisions will be final.
16.  Merriam Webster 11th Edition dictionaries may be used during the spelling bee.  All word lists, writing tablets, laptops, 

smart phones, recording devices, pens or pencils, etc. are to be put away during the spelling bee.
17.  Each participating school may have one arbitrator in the room to represent their students in the spelling bee whether it 

is a school representative or a parent. Other parents, grandparents, friends, etc. will be allowed in the room if there is 
sufficient space available for an audience.  This decision will be made by the regional office or the chairperson. 
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Typical Room Layout
Legend

A—Spelling master: gives the contestant the word
B—Head judge: stops the contestant if he or she fails to pronounce the word or if he or she pronounces it 

incorrectly; operates the stopwatch
C—Recording judge: records each letter and checks retracing
D—Arbitrator judge: operates the tape recorder, video, digital, or other recording device, and enforces rules 

12–13
E—Round keeper: changes round chart and records disqualified contestants
F—Optional Judge: additional recording judge if recording device is not available
O—Microphones
X1—Speller (in process)
X2—Next speller (waiting area)

To prevent distractions/signals from the audience, students must not face the audience unless the house lights can be 
dimmed significantly on the audience. It is of utmost importance that students give their full concentration to the spelling 
master and judges throughout the entire session, without interruption.
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Appendix A: Sample Spelling Bee Script

Note to Chairperson
The following script is designed to help the members of your judging panels understand their roles in running the spelling bee. It will 
be particularly useful to first-time spelling masters.

Please read through the script, making any adjustments appropriate to your bee. The script is provided as a general guide for all ACSI 
bees across the country. As such, it reflects the published rules and guidelines of the bee but may not account for “housekeeping 
details” unique to your region.

Make every effort to provide this script to your judges (especially the spelling masters) prior to the day of the bee. 

Script for District Grade Level Spelling Bees
The spelling bee judges should arrive in the assigned room before the students. This will allow them time to prepare themselves and 
set up the materials for the bee.

As students arrive in their assigned room, the host or one of the judges will direct students to sit in the area designated for spellers. 
The sequence in which spellers will spell may be determined by students drawing numbers or by the bee chairperson prior to the bee.

[Wherever the host title appears below, any judges designated by the panel may be substituted.]

Welcome (Host)

Good morning [afternoon/evening]. Welcome to the ACSI District Spelling Bee for grade ______________. 
My name is _____________________, and I am your host today.

When the bee begins, I will be at the back of the room near the door to help answer any question you may have.

Visitor Guidelines (Host) [Use these statements only as they apply to your bee.]

Parents and guests, let me remind you of the spelling bee instructions for the audience:
Spellers may only leave when we have our designated break, after two or three rounds of the bee.
After a speller spells out, they will come to sit with you in the audience until the end of the bee.
[Include the following statement only if it applies to your bee.]

Let me remind you that children other than the contestants are not permitted to be present during the spelling bee. 
Your school coordinators were informed of this rule and should have made you aware of it.
Also, let me remind you that once the bee has officially begun, there is to be no audio or video recording or still 
photography. You may photograph the practice round and the presentation of awards at the conclusion of the bee. 
We also ask that any beepers or cellular telephones be turned off.
Merriam Webster's Collegiate Dictionary Eleventh Edition may be used during the spelling bee, but all word lists, 
writing tablets, laptops, smart phones, recording devices, pens or pencils, etc. are to be put away during the spelling 
bee.  Remember that if you have any questions regarding the procedures of the bee or the reason your student was 
disqualified, you may ask the arbitrator. Every effort will be made to answer your question.

Opening Prayer [The host may lead in prayer or have a predesignated person (e.g., one of the judges) to lead in prayer.]

Let’s begin with a word of prayer.

Introduction of Spelling Master (Host)

It is now my pleasure to introduce the panel of judges.
Our spelling master for today’s bee is [Mr./Mrs./Ms.] ________________________________. [He or she] is the one who will 
pronounce the words for you to spell. If you have any question about the word, you will ask [him or her].
[Mr./Mrs./Ms.] ___________________________ will introduce the other members of the panel.
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Introduction of Judging Panel (Spelling Master)

Thank you, [Mr./Mrs./Ms.] ____________________________ [give name of host].
I am delighted to welcome all of you to the ACSI Spelling Bee today. You have all studied very hard to be here. 
I congratulate each one of you for your accomplishment.
Before I give you final instructions for the bee, I want to introduce the members of the judging panel. Their job is to make 
sure that I am doing my job correctly and that we are hearing your spellings accurately. We want to be very fair in all that 
we do today. Each of the judges has a specific job.

Introduction of Head Judge (Spelling Master)
[Mr./Mrs./Ms.] __________________________ will [also] be our timekeeper. Notice the stopwatch [he or she] has in [his or 
her] hand. As soon as we have clarified the word and you say the word, [he or she] will start the stopwatch. You will have 
60 seconds in which to spell the word. If you have not begun to spell the word after 30 seconds have gone by, [he or she] 
will remind you that you have 30 seconds remaining.

Introduction of Recording Judge (Spelling Master)
[Mr./Mrs./Ms.] __________________________ is our recording judge. [He or she] will be writing down every letter you spell. 
This gives us a visual record of your spelling.

Introduction of Round Keeper (Spelling Master)
[Mr./Mrs./Ms.] ______________________________ is our round keeper. [He or she] will be keeping track of spellers 
in the same sequence (or order) as the number you drew. When you misspell a word, you will go to [Mr./Mrs./Ms.] 
__________________. [He or she] will also be keeping track of the order in which each speller leaves the bee.

Introduction of Arbitrator Judge (Spelling Master)
[Mr./Mrs./Ms.] ____________________________ is our arbitrator judge. If you have a question about the reason you were 
disqualified or feel that some error has been made on the part of the judging panel, you may go speak to 
[Mr./Mrs./Ms.] _______________________.
[He or she] will answer your question, referring to the spelling bee rules or the dictionary as needed. Only the student’s 
one designated coach may approach the arbitrator on behalf of the student. After making a protest, the speller or coach 
will move back 15 feet to allow the judges to make a decision. The head judge will communicate to the speller or coach 
the final decision. The speller and coach do not participate in the decision-making process, nor do they have access at 
any time to the judges dictionary, tape recording, recording judges tablet, etc. If a speller is placed back in the spelling 
bee, the speller will be given a new word to spell for the round and assume his or her original place if the new word is 
spelled correctly. If the arbitrator cannot resolve the question, he or she will stop the bee and consult with the full judging 
panel. It is important that you approach the arbitrator before your next opportunity to spell. If the judges agree that an 
error has been made, they will put you back in the bee. However, the judges’ decision is final.

Instructions for Practice Round (Spelling Master)
We are now ready to begin the practice round. For this round, please come to the microphone (or to the area in front of me), and 
tell us your name and the name of your school. I will pronounce your word, use it in a sentence, and pronounce it again. We have a 
sign here to remind you to say-spell-say. The speller who will spell next will come to the “on deck” location. After you spell, you will 
return to your seat.

Remember that this is the practice round. Be sure to speak strongly and clearly so we can hear you. If you misspell the word, you 
will not be disqualified.

Begin Practice Round
[The first speller approaches the panel. The host may help to monitor the flow of students to and from the spelling area.]

[If the tape recorder has not been turned on yet, turn it on at this time.]

Spelling Master
Good morning! Tell your name and the school you are from.
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Student

My name is ________________, and I attend ________________ School.

Spelling Master
Thank you, _______________. Your word is _______________.[Read the sentence; repeat the word.]

Student
[The student will say the word, spell it, then say it again. He or she may ask for a definition or for the sentence to be repeated. 
He or she may clarify the part of speech or the root word. The spelling master’s answer to these questions is limited to yes or no. 
The spelling master may consult with the head judge before responding.]

Spelling Master
[If the word is correctly spelled] That is correct.
[If the word is incorrectly spelled]  I’m sorry, that is incorrect. The correct spelling is ______________.
[Give the correct spelling.]  If this were the actual bee, you would report to the round keeper, but because it is the 

practice round, you may return to your seat.
[Continue in this way until the last student has spelled in the practice round. Use this opportunity to double-check that the tape 
recorder is recording at an adequate level to clearly record the voices of the spelling master and the students.]

End of Practice Round (Round Keeper)
This concludes our practice round. Please put away any cameras. Merriam Webster 11th edition Dictionaries may be used 
during the spelling bee.  All word lists, writing tablets, laptops, smart phones, recording devices, pens or pencils, etc. are 
to be put away during the spelling bee. If you have a cellular phone or pager, please make sure it is turned off. Thank you.

[The first speller approaches the spelling master. The next speller moves to the “on deck” position.]

The Official Bee Begins
Spelling Master

This is the beginning of round one.
[To the first speller, use the student’s name here] _________________, your word is _______________. 
[Read the sentence; repeat the word.]

Student
[The student will say the word, spell it, then say it again. He or she may ask for a definition or for the sentence to be repeated. 
He or she may clarify the part of speech or the root word. The spelling master may consult with the head judge before responding.]

Spelling Master
[If the word is correctly spelled] That is correct.
[If the word is incorrectly spelled]  I’m sorry, that is incorrect. The correct spelling is ______________. [Give the correct 

spelling.] If this were the actual bee, you would report to the round keeper, but because 
it is the practice round, you may return to your seat.

[Continue in this way until the last student has spelled in the practice round. Use this opportunity to double-check that the tape 
recorder is recording at an adequate level to clearly record the voices of the spelling master and the students.]

End of Round (Round Keeper)
This is the end of round one.
[After a visual signal from the spelling master] We are now ready to begin round two.

[Continue the bee in this manner. After 60–90 minutes have transpired, take a break in between rounds.]

This is the end of round _______________________. [Give the number of the round.]



© 2015, Association of Christian Schools International | Permission granted to reproduce

 Student Activities Spelling Bee Chairperson Handbook 2015/16 34
Instructions for Break (Spelling Master)

At this time, we are going to take a ten-(or fifteen-) minute break. We will dismiss students first so that they may use the 
restrooms and get a drink of water.

[If your bee is offering refreshments during this time, add the following.]

Refreshments are being served in (the) _______________________________. [Give location of the refreshments.]

[The host opens the door, leaving it open (if possible) throughout the break. As students return to the room, the round keeper makes 
sure they are seated in the correct spelling sequence.]

Return from the Break
Spelling Master

Welcome back, spellers! You are all doing a terrific job. The round keeper has double-checked your spelling sequence to 
be sure you are seated correctly. Thank you, everyone, for your tremendous cooperation.
We are ready to begin.

Round Keeper
This is the beginning of round ______. [Give the number of the round. The spelling master proceeds as before.]

One Speller Remaining
If you spell the next word correctly, you are the ___ grade spelling bee champion!

[If the speller misspells the championship word, you will ask all the spellers from the previous round (including the one speller who 
spelled correctly and those who misspelled) to come back to their original places for the spelling bee to continue.]

Presentation of Awards (Spelling Master)
[If in grades five through eight]

Our 1st, 2nd, 3rd, and 4th place winners will now report to the auditorium (or other designated location) for the ACSI 
District Bee Spell-Off. The top four winners from each grade level (grades five through eight) will spell to determine the 
spellers who will represent our district at the ACSI Regional Spelling Bee. You are all welcome to attend the spell-off.
Parents and guests, thank you for your support and great cooperation during this bee.

[If your bee is offering refreshments at the conclusion of the bee]

Refreshments are being served in (the) __________________________. You are invited to join us.




