Science Fair Time Line Checklist
There are so many different ways to run your science fair.  Some teachers give prizes and some don’t.  Some teachers have judges and some teachers grade the projects themselves before the fair.  Some have it during the school day and have an open house for parents at night, and some just have a fair at night.  These are just suggestions/ideas that may be molded to fit what’s appropriate for you and your students.

	Four Months Before the Fair
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	Obtain permission from principal to have the fair.
	

	Set date/time for the school fair.  It might be during school or after.
	

	Provide information to necessary school staff.
	

	Reserve a place (gym, cafeteria, library, etc.).
	

	Discuss arrangements with custodians for set-up and breakdown.  You might need extra tables, etc.
	

	Consult other teachers (language, math, technology) to see if they would like to teach parts of the project with you.  For example, the language arts teacher might be able to help them with editing their reports or the technology teacher can help them research.  The math teacher could do the graphing lesson, etc.
	

	
	

	
	


	Three Months Before the Fair
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	Establish a budget for:

· ribbons 
· certificates (can make your own)
· prizes (not mandatory)
· gifts for judges (school shirt, bag, plant)
· backboards (can be ordered in bulk at cost of each student or a gift from the PTA)
· refreshments (can easily be provided by parents)
	

	Find a substitute for fair set-up, judging, breaking down, and maybe for the next day so you can relax. 
	

	Determine how many judges you need (usually one judge per 8-12 projects) and invite them.
	

	Establish your plan for science fair instruction for your students. (see “Sample Instruction Plan)”
	

	Create rules and regulations for the fair according to your district.  Some restrict using animals, bacteria, etc.
	

	Plan to have a parent night to introduce the project and educate parents.
	

	
	

	
	


	Two Months Before the Fair
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	Announce fair to students and send home informational packet to parents/students.
	

	Have students set up a section in their binders or a folder for all science fair materials.
	

	Hold parent night to explain project fully.
	

	Obtain student proposal form from each student.  It should contain the purpose question and plans for the investigation.  It should be signed by a parent.
	

	Start teaching lessons on the scientific method.  Guide students through each part as it pertains to their project.
	

	
	

	
	


	Two Weeks Before the Fair
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	Ensure you have substitute coverage for setting up, breaking down and judging.
	

	Make plans for arranging the facility (tables, etc.).
	

	Make itinerary for how students will set up, view and break down projects.  Tell all those who need to know.
	

	Arrange for refreshments for judges and for guests.
	

	Arrange for student and parent help on the day of the fair.  You need people to help set up refreshments, provide assistance to students, and greet judges.
	

	Make up judges’ packets, criteria for scoring, and directions to the fair.  Send them out and confirm the judges’ participation.
	

	Print fair participation certificates.
	

	Write a brief speech that you will give to “kick off” the fair.  You should state the purpose and congratulate the students.  Also, thank the parents, volunteers and judges.
	

	
	

	
	


	Day Before the Fair
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	Have students set up projects.
	

	Assist parents and students who may need to set up for refreshments.
	

	Practice your speech.
	

	
	

	
	


	Day of the Fair
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	Have help setting up refreshments and greeting judges.
	

	Give your introduction speech.
	

	Assist judges by totaling scoring sheets and keeping track of winners.  Tell the office to put it on the announcements and have a helper pass out ribbons/certificates.
	

	Have student view all projects after the judging.
	

	Have helper pass out judges’ gifts.
	

	Have students take their projects home with them.
	

	
	

	
	


	Week After the Fair
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	Send thank you notes to judges and volunteers.
	

	Relax and feel proud that you did it! (
	

	
	

	
	


