Area Presentation Day Roles and Responsibilities
Instructions to M.C.s, Room Leaders, and Presentation Assistants
Master of Ceremonies’ Responsibilities:
1. Welcome everyone in the opening ceremony
2. Conduct the flag salute and 4-H pledge
3. Introduce presenters’, assistants and judges
Room Leaders’ Responsibilities:
1. Start promptly at 9:00A.M. or as soon thereafter as possible.
2. Check in presenters as they arrive.
3. Changes in time can be made for presenters.
4. Maintain an orderly and quiet atmosphere.
5. Allow people to enter the room only between presentations.
6. Break at approximately 10:30 for 10 minutes for judges
7. Keep things moving in your room
8. Room leaders should announce:
a. Only judges are to ask questions. (Arrange judges’ seats so they can easily see the demonstrations.) Questions from the audience may be asked of presenters outside of the room.
b. Be sure no one disturbs property in the room
9. Announce names of next presenters if all in one room.
10. Learn how to pronounce presenters’ names.
11. Wait for nod from judges before introducing next presenters.
12. Wait for presenters to get set up. Then, introduce them, giving names, club, and title of presentation.
13. Prompt next presentation to begin setting up while judges finish.
14. Check rooms after presentations to see that all supplies have been removed and rooms are left in good order.
Timer Presentation Assistant Responsibilities
1. Help presenters set up and remove presentation material.
2. Keep time on length of each presentation and notify what it is.
3. Begin when he/she says hello. Stop when he/she asks if there are any questions.
Door Keeper Responsibilities:
1. Close door when presentation is in progress. Keep hand on door to keep people from entering.
2. Open door between presentations.
3. [bookmark: _GoBack]Cross names off door list of those who don’t show up and as presentation is completed. 


