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SUBMISSIONS 

All contests that are judged at the division lev-

el must adhere to the following:  

FORMAT: E-Portfolio/PDF/Images  

SUBMITTED TO: Division Lt. Governor  

SUBJECT: Name of Contests  

DEADLINE: Decided by Lt. Governor  

                   ** (December 2015 -January 2016)  

ALL RESULTS DUE February 10, 2016 

Message from the MR Chair  

Hello Eterni BEEs! 

 The Member Recognition Committee is 

here to provide you with the 2015-2016 Division 

Judging Manual! Division Judging is here to rec-

ognize more members of the CNH District from 

the many divisions you serve. This manual was 

created to help guide you step by step in Division 

Judging, for it is the duty of the Lt. Governor to 

complete this process. 

 The following six contests offered at the 

district level must be judged at the division level: 

§ Advisor Contests 

 Advisor of the Year (Kiwanis and Faculty) 

§ Club Contests 

 Club Attire 

 Club of the Year 

 Most Improved Club 

§ Member Contests 

 Member of the Year 

All of these contests must have been submitted 
to a deadline prior to February 10 for an appro-
priate amount of time for judging.  Submissions 
must go to YOU, not the MR Chair. All division 
judging results will be sent to the CNH Archive 
and approved by the MR Chair.   

 Please let me know if you have any ques-
tions, comments, or concerns!  

 

In service, 

Giselle  Kim 

CNH Key Club MR Chair 

cnhkc.mr@gmail.com  

 

 



OVERVIEW | EVENT & DJC 

OFFICIAL EVENT 
 
Each Lieutenant Governor (LTG) is responsible for hosting a Division Judging for contests that are judged 

on the division level.   

 

Hosting a Division Judging is simple and easy with proper planning!  

 

THINGS TO NOTE: 

 

Consistency  

Judging is a serious job.  

If youõre feeling tired or incapable of performing at your best, take a break.  

There is no excuse for inattentiveness.  
Neutrality   

Judging should be conducted as objectively as possible.  

Before judging an applicant, make sure that you have read his or her application in its entirety.  

Do NOT allow personal biases to affect your judging.  

Judges may not review an application from their clubs.  

Humanity   
Numbers are not everything!  

Yes, you are judging the content of the entry, but also take into account the effort and insight of the 
entry.  

Remember to respect the applicantõs hours of hard work and determination in applying for a con-
test and award.  

 

DIVISION JUDGING COMMITTEE (DJC) 
 
 

The DJC is organized by the LTG to judge all applications received in the division he/she serves.  

 
 
LTGs may not judge any applications ð they are responsible for overseeing the judging process carried out 

by the DJCs .   
A DJC may only include members from the division in question and should be assembled as soon as 

possible.  
 

REQUIREMENTS WHEN ASSEMBLING THE DIVISION JUDGING COMMITTEE: 
  

At least one third of the clubs in the division need to be represented in the DJC.  
At least one half of the DJC members must be non -elected/non -appointed  Key Club members.  
Membership in the DJC is voluntary . LTGs may not coerce people to join.   

Each LTG should promote the DJC to all the members in the division through a division reflector (if 
any) and public announcements at Division Council Meetings (DCMs) and other division 
events.  

 
DJCs must have no fewer than 5 members and no more than 12.  
 
All interested members must be given equal opportunity in joining the DJC. DJC members should be 

chosen based on character, Key Club contributions, enthusiasm, and timeliness.  
 
A judging application and waiver form has been made for all LTGs to use in selecting members  

for a DJC.  



LOGISTICS 
 
All submissions for Division Judging are electronic and sent through e -mail.  
  

Division Judging can either take place in person or online.  
 

o In Person-  this requires the LTG to find a computer lab, classroom, etc. with enough  com-
puters for all members of the DJC.   

o Online -  this requires the LTG to distribute score sheets, rubrics, and submission through e -mail to 
members of the DJC. It is suggested that the LTG also set a date for judges to return their scores 
for each contest to the LTG.  

  
Division Submission Deadline  
 

o All of the applications must be received by the LTGs in December or January on a  date set by the 
LTG and DJC.  

 

Division Judging Date  
 

o The LTG must set a judging date after the submission deadline. On this date, the DJC may  meet to 
conduct the judging or the LTG may distribute the contest submissions and other materials, and 
provide a deadline for re -submission.  

 

DIVISION JUDGING REPORT (DJR) 

 
Following your official Division Judging event, all scores should be compiled and consolidated in the DJR 

being provided to you by the MR Committee.  
  

The DJR will include the following:  
Final Scores 
Name of the Winners   
Scores of all Applicants   

Applications of the winners (one for each contest )  
 

 

FORMAT: EXCEL file  

LABEL: D##_DJR_1516   
 

SUBMIT TO: CNH Contest Archive  
(cnh.kccontests@gmail.com)  

 

SUBJECT: D## | Division Judging Report   
DEADLINE: February 10, 2016 before 6:00 PM  

NOTE: Please CC yourself and your Region  

AdvisorΦ List and identify all attachments,  

including the DJR and the winning applications  
and applicants  

OVERVIEW 



The Division Judging Report (DJR) is an Microsoft Excel file that contains 7 tabs:  

§ Introduction  

§ DJC Information  

§ Results SheetñAdvisor  

§ Results SheetñClub Attire  

§ Results SheetñClub of the Year  

§ Results SheetñMember of the Year  

§ Results SheetñMost Improved Club   
 

Please read the Introduction carefully and fill out the DJC (Division Judging Committee) Information 
accordingly.  The Results Sheet for each contest must be filled out after judging. Each application must 
be scored by a minimum of  3 different judges. Please use the Rubrics to judge, and remember to 
maintain integrity throughout the process. If there are more participants, please lengthen the list and 
add the names (make sure FULL BIRTH/OFFICIAL NAMES ARE USED, NO INITIALS). 

**Note: Lt. Governors are not allowed to judge any contests! Utilize your MR Coordinator.  

ADVISOR OF THE YEAR 

Below are images of the (i) Division Judging Report  

   (ii) Rubric  



CLUB ATTIRE 

Below are images of the (i) Division Judging Report  

   (ii) Rubric  



CLUB OF THE YEAR 

Below are images of the (i) Division Judging Report  

   (ii) Rubric  


