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1 INTRODUCTION 

 

Junior FIRST LEGO® League (Jr.FLL) events provide an opportunity for Jr.FLL teams to showcase their 
work and meet other kids who share their interest in science and technology. A Jr.FLL event can be as 
simple as a meeting of your team, team families, and friends to share what they learned or (depending 
on your resources) it may include 30 or more teams sharing in a public venue. This guide provides 
information for small-, mid- and large-sized team events. Everything in the guide is a suggestion and you 
can scale the ideas presented up or down to meet your needs. 

 

1.1 Welcome and Thank You  

 

FIRST and Jr.FLL would like to begin by thanking YOU. Jr.FLL teams are truly privileged to work with 

committed individuals and organizations who share the goals of inspiring youth and celebrating science 

and technology. We commend ȅƻǳ ŦƻǊ ŀǎǎǳƳƛƴƎ ŀƴ ŀŎǘƛǾŜ ǊƻƭŜ ƛƴ ŘŜǾŜƭƻǇƛƴƎ ǘƻŘŀȅΩǎ ȅƻǳǘƘ ƛƴǘƻ 

ǘƻƳƻǊǊƻǿΩǎ ǿƻǊƪŦƻǊŎŜ. 

 

1.2 FIRST Programs 

FIRST (For Inspiration and Recognition of Science and Technology) was founded in 1989 by inventor 

5Ŝŀƴ YŀƳŜƴ ǘƻ ƛƴǎǇƛǊŜ ȅƻǳƴƎ ǇŜƻǇƭŜΩǎ ƛƴǘŜǊŜǎǘ ŀƴŘ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǎŎƛŜƴŎŜ ŀƴŘ ǘŜŎƘƴƻƭƻƎȅΦ .ŀǎŜŘ ƛƴ 
Manchester, New Hampshire, the 501 (c) (3) not-for-profit public charity designs accessible, innovative 
programs to build self-confidence, knowledge, and life skills while motivating young people to pursue 
opportunities in science, technology, engineering, and math. 

FIRST offers several programs to inspire and encourage youth: 

¶ FIRST Robotics Competition (FRC) is a unique varsity sport of the mind (for 14- to 18-year-old 
students) designed to help high-school aged young people discover how interesting and 
rewarding the life of engineers and researchers can be. 

¶ FIRST Tech Challenge (FTC) is a mid-level robotics competition for high-school students. It offers 
the traditional challenge of a FIRST Robotics Competition but with a more accessible and 
affordable robotics kit.  The ultimate goal of FTC is to reach more young people with a lower-
cost, more accessible opportunity to discover the excitement and rewards of science, 
technology, and engineering.  

¶ FIRST LEGO® League (FLL) is an exciting and fun global robotics program that ignites an 
enthusiasm for discovery, science, and technology in kids ages 9 to 14 (16 outside of the U.S. 
and Canada). 

¶ Junior FIRST LEGO® League (Jr.FLL) is a fun, powerful program for young children (ages 6-9) that 
introduces basic design and research skills. 

 
You may view more information about the FIRST Programs at http://www.usfirst.org/. 

http://www.usfirst.org/
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FIRST also operates a research and development facility, FIRST Place, at its Manchester, New Hampshire, 
USA, headquarters. 
 

 

1.3  Junior FIRST LEGO® League Growth 

 
Junior FIRST LEGO® League (Jr.FLL) has shown significant growth since it was first piloted in the 2004 

season.  Listed below are the Jr.FLL team numbers for each year since the program was started. 

     
    2004  125 

2005  326 

2006  703 

2007  1004 

2008  1200+  

 

1.4  Program Format 

Jr.FLL is a hands-on program designed to capture young children's inherent curiosity and direct it toward 
discovering the possibilities of improving the world around them.  

¶ Jr.FLL focuses on building an interest in engineering and science in children ages 6-9.  

¶ Teams work for 6-8 weeks on the Jr.FLL Challenge. 

¶ Children work with adults to build a model using LEGO® ŜƭŜƳŜƴǘǎΣ ōŀǎŜŘ ƻƴ ǘƘŜ ȅŜŀǊΩǎ ǘƘŜƳŜΣ 
with both a simple machine and at least one moving part. 

¶ Teams research the Challenge theme and present their findings through a Show-Me poster. 

¶ Teams follow the same Challenge theme as FIRST LEGO® League (ages 9-14). 

¶ Registered teams have access to purchase Jr.FLL Base Kit and optional items (including the LEGO 
WeDo Kit).  Teams may also use a Mindstorms NXT brick to power their model. 

¶ Teams can participate in Jr.FLL events. 
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1.5 The Challenge Process 
 

Each year, the Jr.FLL season commences with the announcement of a new Challenge.  FIRST develops 

the Challenge, which engages teams in an exciting real-world topic.  Teams research the topic and 

present their findings to Reviewers through a Show Me! poster and LEGO® model. The Challenge is 

developed after FIRST ǎǘŀŦŦ ƳŜŜǘǎ ǿƛǘƘ ŀ ƎǊƻǳǇ ƻŦ ŜȄǇŜǊǘǎ ƛƴ ǘƘŜ ŦƛŜƭŘ ƻŦ ŜŀŎƘ ȅŜŀǊΩǎ Challenge topic. The 

Jr.FLL Challenge is a scaled-down version of the FLL Topic. You may find out more information about the 

FLL Challenge at: FLL CHALLENGE RELEASED SEPTEMBER 3, 2009.    

 

Coaches will receive the Jr.FLL ChallengeΣ ŀ /ƻŀŎƘŜǎΩ wŜǎƻǳǊŎŜ DǳƛŘŜΣ ŀƴŘ ŀƭǎƻ have access to a Jr.FLL 

/ƻŀŎƘŜǎΩ DǳƛŘŜΦ  /ƻŀŎƘŜǎΩ will receive access to these materials online after registering their team. Jr.FLL 

Smart Move Registration opens in August 2009. 

 

Event Coordinators are the key to producing awesome Jr.FLL events!  With an enthusiasm and energy 

level typically seen at athletic events, the Expo/Event is an exciting morning or afternoon filled with 

music, cheering teams, and spectators.  Typically, each team of 2-6 children has at least one coach.  Each 

ǘŜŀƳΩǎ ƳƻŘŜƭ ǎƘƻǳƭŘ Ŏƻƴǘŀƛƴ ŀ ƳƻǾƛƴƎ ǇŀǊǘ ŀƴŘ ǎƛƳǇƭŜ ƳŀŎƘƛƴŜΣ ŀƴŘ ŜŀŎƘ ǘŜŀƳΩǎ Show Me! poster 

should celebrate each of the team membersΩ individually with a special call-out section.  

 

2. Event Overview 

Each Jr.FLL event recognizes the contributions of each participant and each team, and provides a venue 
for positive sharing, learning, laughing, and celebrating a task well done! 

As you begin your planning process, remember: 

¶ Jr.FLL is a noncompetitive, community-based program. 

¶ Teams rely on their local community to organize events so they can proudly share 
what they have accomplished with others. 

¶ Communities hosting events are responsible for fundraising, the venue, 
participation and other awards, and recruiting volunteers and reviewers. 

¶ Interested individuals, teams, and organizations arrange local Jr.FLL events. 

¶ Neither FIRST nor the Jr.FLL program organize or host any Jr.FLL events. 

¶ This Event Guide is provided to help you host your own event. 

 

The Jr.FLL Challenge is a PROGRAM and NOT a competition. Very careful measures have been taken to 
encourage an environment of cooperative learning and sharing rather than competition.  All Jr.FLL 
events should follow this philosophy. Remember, the stars of the event are 6- to 9-year-old kids, and 
events are intended to showcase their work and allow them to share: 

 

¶ Their personal experience with science and engineering topics 
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¶ What they learned working as a member of a team 

¶ The satisfaction of becoming an expert and teaching others 

 

Jr.FLL Events allow teams to celebrate and showcase their accomplishments. They offer the opportunity 
to share projects with other teams and to learn from each other. There are very few mandatory 
requirements for your event. This is YOUR event, so do what you can with the resources your 
community has available, while following the guidelines in this Event Guide. 

Any number of teams can participate in your event; again, ƛǘΩǎ ȅƻǳǊ ŜǾŜƴǘ, so you determine the capacity 
you can accommodate. When determining capacity, remember, Jr.FLL teams are comprised of a coach 
and up to 6 children. Each child will likely be accompanied by family members. You want to make sure 
that the Jr.FLL event has enough space. You will want to check with your site host to determine the site 
requirements and what is included with the venue.  

 

3.  Planning Committee Structure 

 

Whether you are planning a large event with 10 or more teams or a simple gathering of your team, 
families, and friends to celebrate the end of the Challenge and a job well done, get some help. For small 
events, families and friends work together to coordinate setup, snacks, activities, reviewers, and awards. 
When coordinating mid-sized and large events, a more formal Planning Committee can ease the 
workload and make the events more enjoyable. Planning Committee participation is not limited to 
ŎƻŀŎƘŜǎ ŀƴŘ ǇŀǊŜƴǘǎΦ /ƻƴǎƛŘŜǊ ŀǎƪƛƴƎ ŀ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ǘŜŀƳ ƳŜƳōŜǊΩǎ ƻƭŘŜǊ ǎƛōƭƛƴƎ ƻǊ ƎǊŀƴŘǇarent; 
representatives of team sponsors; neighbors; school staff; or area scientists, mathematicians, and 
engineers. You will find more information about committee members and ways that a Planning 
Committee can make the day smoother later in this section. 

 

3.1  Event Coordinator 

The Event Coordinator holds the lead role on the Committee. This individual is responsible for 
overseeing the entire event and is the principal liaison for most aspects of the event. He or she is the 
chairperson of the Planning Committee. He or she manages the event and coordinates all the scheduling 
in conjunction with the teams. The chairperson also plans and participates in the opening and closing 
ceremonies. 

 

3.2 Reviewer Advisor 

This individual is responsible for managing and training Reviewers for the event and ensuring they are 

properly trained and prepared. They also ensure that the Reviewers have all necessary supplies, are fed, 

ŀƴŘ ŀǊŜ ǎǳǇǇƻǊǘŜŘ ǘƘǊƻǳƎƘƻǳǘ ŜǾŜƴǘ Řŀȅ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ ²ŜΩƭƭ ƎƛǾŜ ȅou some tips for training your 

Reviewers a little later in this guide 
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3.3 Technical Director 

Also known as the Logistics Coordinator or Team & Materials Coordinator, this individual coordinates 
the supplies, materials, and movement of these resources for the day of the event. Logistics to consider 
include food, beverages, office supplies (staplers, notepads, clipboards, pens/pencils), power needs 
(power strips, extension cords), and the audio/visual requirements. The Logistics Coordinator is critical. 
This volunteer maps the physical flow of the day, including planning supply locations and preventing 
ŎǊƻǿŘ ŎƻƴƎŜǎǘƛƻƴΦ .Ŝ ǎǳǊŜ ǘƘŜȅ ƘŀǾŜ ŀ ōŀǎƛŎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ȅƻǳǊ ǎƻǳƴŘ ǎȅǎǘŜƳ όŜǾŜƴ ƛŦ ƛǘΩǎ ŀ ōǳƭƭ-horn 
and boom-box). Communication plays a big part in a smooth-flowing day. 

 

3.4 Volunteer Coordinator 

The role of the Volunteer Coordinator is to recruit and train all the volunteers needed to ensure smooth 
operation on event day. At most events, there are two types of volunteers: Reviewers and general. 

¶ Reviewers interact with teams and assign awards. 

¶ General volunteers perform various event tasks, such as loading, leading activities, and 
registering teams. 

Volunteers are the key to a successful event so the Volunteer Coordinator position is of the utmost 
importance! 

 

3.5 Fundraising Coordinator 

This individual calculates the overall cost of the event, researches and recommends ways to secure 
funding, and manages the event funds. 

 

4 Volunteer Staffing 

The volunteers will help ensure a fun and well organized event. If your event is a small gathering with 
just a few teams, some of the roles may be unnecessary. However, if you are planning a larger event you 
may want to consider additional roles. Be creative in filling the roles! 

As you will see, some roles can be combined and some responsibilities can be reduced or expanded 
depending upon the size of your event. For example, the information table and registration table staff 
could be combined. 

You may want to check with any local FLL, FTC, or FRC teams in the area when you are recruiting 
volunteers. These team members understand the core values and programs of FIRST, and may also offer 
to demonstrate their robot during the Jr.FLL Event, if there is space available at your site.  These team 
members may also help out by serving food to raise money for their own teams.  This helps to build 
future excitement in the FIRST programs! 

      

 



10 

 

Important! 

If your event is mid-to large-sized, you will want at least one person at the registration and information 
table for the duration of the event to accommodate stragglers. They can also act as a point of contact for 
lost and found. 

 

4.1 Volunteer Roles 

There are two major types of volunteer roles at a Jr.FLL event: Reviewers and general volunteers. Each 
volunteer position is important and each is critical; for without one, the other does not work! All 
volunteers work with the kids, have a blast, and will be tired at the end of the day. These volunteers 
ŎƻƳŜ ŦǊƻƳ ŀƭƭ ǇƭŀŎŜǎΣ ǊŀƴƎƛƴƎ ŦǊƻƳ ǘŜŀƳǎΩ ŦŀƳƛƭȅ ƳŜƳōŜǊǎΣ ǘŜŀŎƘŜǊǎΣ ŀƴŘ ǎǘŀŦŦ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ǎŎhool, 
to business supporters. They can be part of a school club, a community organization, or social group. 

The best way to ensure a successful event is to make sure that all of your volunteers know their role and 
no one person is expected to know everything. A sample event staffing flowchart on the next page 
demonstrates which volunteers can reasonably oversee others at your event. Each key volunteer is 
ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜƛǊ ƻǿƴ ƎǊƻǳǇΩǎ ƴŜŜŘǎΣ ŀƴŘ Ŏŀƴ ŎƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ǘƘŜ Event Organizer as needed.  
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4.2 Jr.FLL Event Staffing Flow Chart 

 

 

 

 

            

    

 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 ***These numbers are for a mid-large sized event of 10-20 teams.  Make sure to scale up or down as 
necessary. 

Expo/Event Organizer 

Team/Coach 

Volunteer 

Coordinator

  

Technical 

Director 
Team  

and 

Materials 

Coordinator 
Volunteers Technical Crew 

Fundraising 

Coordinator 

 

Press 

Television 

Radio 

Print 

Electronic 

DJ 

Videographer 

Sound Operator 

Video Operator 

Photographer 

Lighting Operator  

(These may all  

be the same 

person) 

 

Reviewers Pit Crew 

Emcee 

Floaters 

 
Load-In/Load-Out Crew 

Info Table 

Award Presenters 

Security/ Traffic Control 

Registration 

Table  
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4.3   Registration and Information - 1 to 2 volunteers 

These volunteers distribute informational materials such as: an event map, a safety and evacuation plan, 
Jr.FLL, FLL, FTC, and FRC flyers, and information on any local sponsors who donated time, funding or 
materials to the event. These volunteers should also act as a point of contact for lost and found items.  

 

4.4   Pit Crew - 3 to 5 volunteers 

The Pit Crew makes sure teams have all that they need to set up their area, such as paper, tape, or 
access to electrical outlets. The Pit Crew makes sure the event is flowing smoothly and all Reviewers are 
having a chance to spend at least 5-10 minutes with each team.  

 

4.5 Emcee - 1 to 2 volunteers 

The Emcee acts as the announcer for the day. This volunteer conducts the opening and closing 
ceremonies and provides comments and updates throughout the day. The Emcee should have an 
energetic and personable approach to this volunteer position, as he/she really sets the tone for the 
event.  

 

4.6 Event Photographer-Optional - 1 volunteer 

The Event Photographer is responsible for recording the day. They should take both action shots and 
posed shots of team members and their coaches.   

 

4.7 Traffic Control - 2 to 3 volunteers 

This person is responsible for keeping paths to exits clear and makes sure that aisles are clear. You may 
also want to assign someone to help with parking if you are hosting a larger event.  

 

4.8 Floaters - 4 volunteers 

These volunteers should be available to help where needed, and can be used to fill-in for any other 
volunteer roles if you have people that do not show up or if someone needs to leave early.  

 

4.9 Load-In/ Load Out - 5-7 volunteers 

These volunteers help to bring all equipment into and out of the event site. They should help with set-up 
and break down of the equipment. They should be able to set-up any technical equipment and can be 
used to help set up food and beverages.   
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4.10 Timekeeper - 1 volunteer 

This person makes sure things are progressing according to schedule. This volunteer should remind 
reviewers if they are spending too much time with one team. The timekeeper can queue the Emcee 
when the Opening and Closing ceremonies should start.  

 

4.11 DJ - 1 to 2 volunteers 

The DJ is responsible for bringing in or coordinating any equipment, and should choose an appropriate 
music selection to add excitement to the event. The DJ plays and stops the music as directed. This role 
could be as simple as someone pushing play on a boom box, an iPod, a computer with iTunes or CDs, or 
something more sophisticated.  

 

4.12 Reviewers (Please see Section 5.3) 

 

 

 

 

 

**Keep in mind that you may combine roles depending on the size of the event. 
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4.13 Chart of Volunteer Roles 

 

 

 

Role How many? Function at the Event 

Reviewers 
2 per 

5-7 teams 

wŜǾƛŜǿ ǘƘŜ ǘŜŀƳǎΩ ƳƻŘŜƭǎ ŀƴŘ Show Me! Posters, then collaborate with 

other Reviewers to assign awards to all teams. 

DJ 1 

Brings equipment and appropriate music selection to add excitement to 

the event. Plays and stops music as directed. (Note: This role could be filled 

by someone pushing play on a boom box, an iPod, a computer with iTunes 

or CDs, or something more sophisticated). 

Emcee 1 
Announcer for the day. Conducts opening and closing ceremonies and 

provides comments and updates throughout the day. 

Load-in Crew 4± 
Bring all equipment (such as tables) into the space and set-up. Also sets up 

any technical equipment and food/beverage items. 

Load-out Crew 4± Break down all equipment, clean, and reset space. 

Registration Table 

Staff 
1-2 

Check teams in as they arrive; collect Consent and Release forms (if 

applicable), distribute team packets and programs. 

Info Table Staff 1-2 

Distribute informational materials such as: event map, safety/evacuation 

plan, Jr.FLL, FLL, and FIRST flyers, and info on local sponsors. Can also be 

used as a lost and found area. 

Award Presenter 

 
1 

Hands the physical award to team members. 

Traffic Control/ 

Security 

 

1-2 

Keeps exit aisles clear and activities unobstructed.  

Floaters 1-2 Walk around to ensure all is in order and fill-in as needed. 

Photographer 1 Takes pictures and snapshots of the event, both posed and action! 

Timekeeper 1 
Watches the clock and keeps the program moving on time. Generally will 

queue the Emcee when next part of event should start. 
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5. Reviewer Roles and Responsibilities 

 

The key to making your Event fun is getting great Reviewers who love children, noise, excitement, and 
enjoy spending a crazy mixed-up day with the teams! They also have to like to SMILE! We suggest that 
you ask business supporters, parents, grandparents, teachers, principals, or people who just love to 
work with kids. To make your event even better, consider asking people you would like to get more 
involved with Jr.FLL in the future. Ask community members, local and state leaders, and media 
personalities. You can ask each team or school to supply one reviewer. The list of options is endless 
here! 

 

5.1 Pit Reviewing Area 

Reviewers will meet with each team for about 5-10 minutes to listen to the team explain what they have 
learned.   Reviewers will meet with the team at their pit area so that ǘƘŜȅ Ƴŀȅ ǎŜŜ ǘƘŜ ǘŜŀƳΩǎ Show Me! 
poster and Model. 

 

5.2 Reviewer Advisor 

This individual is responsible for managing and training Reviewers for the event and ensuring they are 
properly trained and prepared. They also ensure that the Reviewers have all necessary supplies, are fed, 
and are supported throughout event day as appropriate.  

 

5.3 Reviewers 

Volunteer reviewers visit with teams, view the Show- Me! posters and LEGO® models, learn from each 
team, ask questions, provide positive feedback, and assign awards. Remember, in Jr.FLL, there is no 
judging! 

 

5.4 Reviewer Training  

If you plan to have Reviewers at the event, it is important to train them. The job of a Jr.FLL Reviewer is 
uncomplicated and fun. Reviewers listen to the teams describe their models and Show Me! posters, ask 
questions, discuss the projects, and really interact with teams. There is no competition or scorekeeping. 
Instead, teach your Reviewers to look for innovation, creativity, pride, and energy. Family members are 
welcome to listen to the reviewing sessions, and should feel comfortable standing or sitting with their 
children as the team members answer questions.  

Reviewer training should be completed prior to the start of the event. Whether the training is conducted 
on a separate occasion or early the day of the event, Reviewer training for Jr.FLL will probably take 
about 20 ς 30 minutes. The Reviewer Advisor should go over the process to ensure that all Reviewers 
understand all facets of the Jr.FLL Challenge and the purpose of the event. Thoroughly review: 

¶ The Jr.FLL Challengeτthe theme and the tasks 

¶ The LEGO® model requirements 
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¶ The Show Me! poster requirements 

¶ The Hi-Five Ceremony  

¶ The awards list (each child should receive an award) 

 

Reviewers should understand that team members are likely experiencing the art of teamwork for the 
very first time. At this age, egos can be very fragile. Instruct your Reviewers to be considerate and kind 
when reviewing the Show Me! posters and LEGO® models. Make sure that Reviewers are instructed to 
not judge ǘŜŀƳǎΣ ōǳǘ ǊŀǘƘŜǊ ǎƘƻǿ ƛƴǘŜǊŜǎǘ ƛƴ ŜŀŎƘ ǘŜŀƳΩǎ ƛŘŜŀǎ ŀƴŘ ŜȄǇŜǊƛŜƴŎŜΦ {ǇŜƴŘ ǎƻƳŜ ǘƛƳŜ 
reviewing sample questions (Section 5.5).  All Jr.FLL team members should win an award, and all should 
feel proud of their accomplishments. Remember, in Jr.FLL, Everyone is a winner!   

 

5.5 Sample Reviewer Questions 

The following is a list of suggested questions to ask teams. You can add and subtract from this list as you 
like.  Please make sure to ask age appropriate questions and to ask a few questions directly to individual 
team members. Some children may be quieter than others and it is important to hear from everyone. 

 
1. How did you decide what your models would be? 
2. How does your model reflect your project? 
3. How did you decide what to show on your poster? 
4. What did you do to make sure the model stays together? 
5. Why did you build this model? 
6. Did you end up using any ideas that you first thought were crazy? 
7. Do your models and your poster help people understand what the project is? 
8. Were you successful at showing the project on your poster? 
9. What did you learn about ______________? 
10. What was your job on the team? 
11. Did you like working on a team? 
12. How did your coach help you? 
13. !ǎ ȅƻǳ ǎŜŜ ǘƘŜ ƻǘƘŜǊ ǘŜŀƳǎΩ ǇǊƻƧŜŎǘǎ ǘƻŘŀȅΣ ǿƘŀǘ Řƻ ȅƻǳ ǘƘƛƴƪ ƳŀƪŜǎ ȅƻǳǊǎ 

         different? 
14. What makes your model stand out as special? 
15. What was the most fun part of Jr.FLL (team meetings, learning, building, showing the project, 

etc.?) 
16. LŦ ȅƻǳ ǿŜǊŜ ǘŜƭƭƛƴƎ ŀ ŘƛŦŦŜǊŜƴǘ WǊΦC[[ ǘŜŀƳ ǿƘŀǘ ǘƻ ŘƻΣ ǿƘŀǘΩǎ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘΚ 
17. Hardest? Easiest? 
18. What is something really special, strange, or different that you learned about the topic? 
19. How did your team choose your team name? 
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6. Site Requirements and Considerations 

 

How many people are you hosting?  Numbers are hard to project, but a rough estimate will get you on 
your way. Figure 6 kids per team, plus at least one coach and two to three people per team member, 1 
Reviewer for every 2-5 teams, several volunteers, possibly media coverage ς and the numbers add up! 
For a 10-team event, expect at least 100-150 people.  There are a number of things to consider when 
choosing an event site, such as: 

¶ Cost 

¶ Team capacity 

¶ Location 

¶ Traffic flow between the areas used at the event 

 

6.1 Quick Overview of Site Considerations 

A Jr.FLL Event is an amazing opportunity to celebrate the accomplishments of Jr.FLL teams. Successful 
venues have included classrooms and school gymnasiums, as well as basements and backyards at 
ŎƻŀŎƘΩǎ ƻǊ ǘŜŀƳ ƳŜƳōŜǊΩǎ ƘƻƳŜǎΦ Location possibilities for an event are endless!  Use whatever is 
available to you and uses your imagination. Here are some ideas to point you in the right direction: 

¶ ! ŎƻŀŎƘ ƻǊ ǘŜŀƳ ƳŜƳōŜǊΩǎ ōŀŎƪȅŀǊŘΣ ōŀǎŜƳŜƴǘΣ ƎŀǊŀƎŜΣ ƭƛǾƛƴƎ ǊƻƻƳΣ ƻǊ ŘƛƴƛƴƎ ǊƻƻƳ 

¶ A block party or neighborhood cul-de-sac 

¶ Community center 

¶ Local field or playground 

¶ School classroom, gymnasium, cafeteria, or auditorium 

¶ Library 

¶ [ƻŎŀƭ ŎƘƛƭŘǊŜƴΩǎ ƳǳǎŜǳƳ 

 
The areas you may wish to consider having room for at your event are: 

 

¶ Pit area, with room for each team to set up their tri-ŦƻƭŘ ǇƻǎǘŜǊ ŀƴŘ мрέȄмрέ LEGO® Model 

¶ DJ Audio/Visual Area  

¶ Registration Area 

¶ Podium/Speaker Area 

¶ Information Area (can be combined with the Registration Table) 

¶ Pit Area 

¶ Parking 

¶ Spectator Seating 

¶ LEGO® building area 
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¶ Team tables, chairs 

¶ Coat Room (not necessary-but great to have if you have room) 

¶ Demonstration area (for any FLL, FTC, or FRC teams that may demonstrate their robots at your 
event) 

¶ Awards Table 

 

 

6.2 Condense Space if Necessary  

There are ways to reduce, eliminate, and/or condense spaces, so the above is just a general guideline.   
For instance, each team needs a table and room for the team members to gather when presenting their 
materials. However, you may want to have a separate building or activity area where teams can go after 
presenting or while waiting for their turn to speak to the Reviewers. This will eliminate the need for 
chairs around the Pit Areas, and will help with the congestion and noise when Reviewers are listening to 
presentations.   
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6.3 What Spaces and Resources are Necessary? 

 

NECESSARY AREAS 

Pit Area Large enough for one 6ô table per team-marked 
with the Teamôs name. Volunteers, signs, posters 
and banners should all be available for the Pit 
Area. 

Reviewing This is done right in the Pit Area-You will need 1 
Reviewer for every 2-5 teams, Reviewers should 
have clipboards, paper, and pens if they wish to 
take notes on the Presentations 

Volunteers/Reviewers Room for tables and chairs to take a break if 
needed, food and drinks for volunteers 

Registration & Information Area with table and chairs, computer or team list to 
register teams, FIRST and sponsor promotional 
materials to hand out  

Coat Storage An empty room or area where teams can bring a 
bin to store their belongings.  You may want to just 
have teams store their things under their Pit Table 
if you have limited space. 

Spectators If possible, you should have seating for spectators 
to watch the opening and closing ceremonies 

Awards, Music Need an area to display awards, music and 
technical items 

Food  You may wish to have a refreshments table.  You 
could ask every team to donate a food item and 
use this as a fundraiser for next year 

NECESSARY EQUIPMENT 

Electrical Wiring  Check capability for lighting, sound and technical 
needs for your site.  You may want to have some 
Pit areas with plugs available, as some teams may 
need to plug in a laptop. 

Lighting Must have appropriate lighting 

Tables, chairs, bleachers Review all areas and their requirements for seating 

Area Separation items You may want to define your areas using orange 
cones, signs or some other means of letting teams 
know where they should be 

Access to a Copy Machine You may want to have access to a copy machine to 
copy release forms, event schedules etc. 

Telephones Do cell phones work in the building?  This will allow 
for last minute, unplanned information transmission 
if necessary. 

Team Signage for Teams Have team signs made to identify the teamôs Pit 
Area (table space) 
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6.4 Safety 

 

Find out the fire code requirements in the various areas of the building.  Ask the facilities manager about 
evacuation plans and consider adding this to the materials to give to teams attending your event.   This 
is especially important if you are in a large venue.  Discuss the safety plans with coaches during a brief 
coaching meeting prior to the Opening Ceremony.  

 

6.5 Site Setup and Cleanup 

Allow a minimum of at least ½ hour to an hour and plan on the appropriate number of volunteers 
according to the size of your event.  If you have five teams, one or two volunteers should be plenty.  If 
you have 20 teams, you may wish to have 5-10 volunteers to help set-up and break down tables, sweep 
floors if necessary, and to distribute and stack chairs.   Think about what you will need to do to prepare 
your site. You may need to cover wooden gym floors with paper or mats to maintain the surface 
integrity. This type of preparation will obviously take extra set-up time.  You should determine who is 
going to do this, how much this will cost and how long it will take.  Post-event site cleanup is also a part 
of the event formula.   Leaving the site as clean as or cleaner than when you arrived will help ensure 
your welcome in future years.  

 

6.6 Create a Site Plan 

Make a site plan for your event. The more work you do to plan ahead, the easier it will be to set up and 
break down the day of the event. Lay out where every table will be, where the power cords and outlets 
are in the room/venue, and how the Pit and Building (if you plan to have a LEGO® building area) areas 
will be set up. Pre-planning will help determine signage and volunteer needs, and it will help you figure 
out where to cordon off areas and what materials you will need. It also allows the site director to 
determine how to make the event better by determining if there is something missing or if there is a 
need that he/she can supply.  
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HOW MUCH IS THIS ALL GOING TO COST?   BUDGETING FOR YOUR EVENT 

 

 

7. Budget Elements 

 

An important focus of planning Jr.FLL events is to reduce the cost of the event, making it reasonable for 
most coordinators to fund while maintaining the integrity of the Jr.FLL experience.   

 

7.1 Fundraising Ideas 

 

¶ Below are some ideas to help raise money or recruit in-kind donations to reduce event costs and 
raise funds for the team. You may wish to use the Jr.FLL logo/FIRST logo in your marketing 
materials. You may find logos and logo guidelines, as well as other marketing tools in the 
FLL/Jr.FLL Communications Resource Center at:  
http://www.usfirst.org/community/resourcecenter.aspx?id=950&LinkIdentif 

¶ If there is a site fee, ask whether the site consider a reduced fee because of the nature of the 
event. 

¶ If you have an accounting procedure in place, charge a small registration fee for the event to 
help offset your costs. Based on 10 teams attending an event at $15 to $20 per team, this gives 
the event a working budget of $150 to $200. 

¶ Look into sponsorship opportunities with local businesses and professional organizations. A $25 
to $75 fee is minimal, yet can add several hundred dollars to the coffer. They may be willing to 
donate additional funds to become a higher-level sponsor in return for promotion of their 
businesses. Offer marketing opportunities, such as hanging a banner at the event, having their 
names in a program booklet, or by sponsoring a particular award. Again, be creative here!   

¶ Not all businesses are in a position to donate money. Check to see if interested organizations 
might donate-in-kind. Perhaps they can support the event by copying of forms, providing 
computer use or expertise for the day, arranging for food/drink, contributing electrical 
experience, or donating awards such as the pins, certificates, or small trophies. Would a 
representative agree to participate as a member of the planning committee? Might they employ 
experts who would be willing to serve as Reviewers? Would they make a call to other businesses 
that might help? 

¶ If you are participating in Jr.FLL through your school, 4H Club, or Girl/Boy Scout troop, you may 
wish to consider a themed basket raffle, where everyone donates items and several baskets are 
raffled off. ¢ƘŜ ōŀǎƪŜǘǎ ŎƻǳƭŘ ƛƴŎƭǳŘŜ ǎǳŎƘ ǘƘŜƳŜǎ ŀǎ άbƛƎƘǘ ŀǘ ǘƘŜ aƻǾƛŜǎέ όƳƻǾƛŜ ǘƛŎƪŜǘǎΣ 
ǇƻǇŎƻǊƴΣ ŎŀƴŘȅΣ ǾƛŘŜƻǎ ŜǘŎΦύΣ ά! 5ŀȅ ŀǘ ǘƘŜ .ŜŀŎƘέ όǎŀƴŘ ǘƻȅǎΣ ǎǳƴǎŎǊŜen, towels, a cooler etc.), 
ƻǊ ά{ǇƻǊǘǎέ όǿŀŦŦƭŜ ōŀƭƭΣ ōŀǎƪŜǘōŀƭƭΣ ǎƻŎŎŜǊ ōŀƭƭΣ ǘŜƴƴis balls, golf equipment etc.) This is a fun 
fundraiser and the prizes are really worthwhile. You could also have this fundraiser DURING your 
event, and have people at the event bid on the baskets. Teams could donate the items to be 
included.   

http://www.usfirst.org/community/resourcecenter.aspx?id=950&LinkIdentif
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¶ Have teams bring in food items to sell or include a potluck meal as part of your event day. You 
could charge a minimal fee of $2.00. Be sure to check your venues rules, local food licensing 
requirements, and any insurance requirements. 

¶ Candy Sale-purchase candy in bulk at a warehouse store and sell this during your event or 
before the event. This fundraiser generally brings in a large profit and is easy to do! 

¶ Have a large garage/yard sale in your community. Ask everyone you know to donate items. Any 
money raised can go to help pay for your event, or you may use this money to sponsor a team. 

¶ Engraved bricks, sell engraved bricks or ceramic tiles which can be used to decorate a school or 
community building walkway. ¢Ƙƛǎ ƛǎ ŀ ƎǊŜŀǘ ŦǳƴŘǊŀƛǎŜǊ ǿƘƛŎƘ ƭŜŀǾŜǎ ŀ ƭŀǎǘƛƴƎ άƛƳǇǊŜǎǎƛƻƴέΗ 

¶ Come up with other ideas! Please feel free to share any other ideas you have for great 
fundraisers by sending an e-mail to jrfllteams@usfirst.org, or you may post your ideas in the 
Jr.FLL Forums! 
 

Is there a school or community group interested in making some money? Could they coordinate the 
food supply for the event, while providing a community service and earning money for their 
organization? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:jrfllteams@usfirst.org
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7.2 Budget Considerations 

Item Cost Consider 

Awards Varies Certificates, hand-made trophies, pins and medals, or 
these can be purchased through a vendor such as 
Crown Trophy* (www.crowntrophy.com)  REMEMBER: 
EVERY TEAM MEMBER SHOULD WIN AN AWARD!!! 

*SEE The Jr.FLL Awards Page at: 
http://www.usfirst.org/uploadedFiles/JrFLLlocal09.pdf 

Food-Drink  Food can be donated or purchased by teams and 
spectators as a fundraiser for your event. Provide 
free food for Reviewers and Volunteers! 

Lighting  Make sure you have adequate lighting in the Pit and 
Building Area 

Music  aŀƪŜ ŀ /5 ƻǊ ǘŀǇŜ ƻŦ ƪƛŘǎΩ ŦŀǾƻǊƛǘŜΣ !ttwhtwL!¢9Σ 
motivating songs 

Printing  Forms, schedules, signage, Reviewers sheets,  site 
maps, etc. 

Signs   

Site $0-$350 Many sites are donated or charge a minimal fee.  The 
site can range from your living room to a local school 
gym, to a community center, or a designated area at an 
FLL, FTC, or FRC event.  

Just keep your space requirements in mind (See Site 
Requirements and Considerations section) 

Sound Systems  This could be as simple as a boom box or MP3 Player, or 
as elaborate as a full sound system, which includes 
speakers and a sound board. Make sure you have a 
microphone if you are hosting a large event, as well as 
cell-phones or walkie talkies so that you may easily 
communicate with your volunteers.    

Supplies  Duct tape, markers, extra LEGO® bricks, paper, pens 
pencils scissors, stanchions for traffic flow, a copy 
machine, first-aid kit, etc. 

Tables ς Chairs  The site should have these. Rentals for these are 
extremely expensive. If you are hosting a small event, 
have every parent bring a chair with them to the event.  

Technical $200+ To keep the atmosphere exciting, lights and music can 
make a big difference. While the costs to do a full-
blown sounds system can be extremely high, there are 
some fun things you can do with a limited budge.  Refer 
ǘƻ ά¢ŜŎƘƴƛŎŀƭ /ƻƴǎƛŘŜǊŀǘƛƻƴǎΦέ 

http://www.crowntrophy.com/


24 

 

Wiring  The site should accommodate the needs of the teams:  
Outlets!! And power cords, lighting, computers, 
microphones, etc. LŦ ǘƘŜ ǎƛǘŜ ŎŀƴΩǘ ǇǊƻǾƛŘŜ ƻǳǘƭŜǘǎΣ ƳŀƪŜ 
sure you adjust for this and mention this to the teams 
ahead of time, as some teams may bring a laptop with 
them to mechanize their models.  
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7.3 Sample Budgets 

 

Event budgets vary based on the size of the event, the cost of the event location, and the amount of 
time and effort donated by team families and other volunteers. The sample budgets that follow provide 
you with key items to consider as you plan your event budget. Remember to factor an award for every 
team member into your event budget. 

Small Events 

Small events celebrate the accomplishments of 1 to 5 teams. Here are some items to keep in mind as 
you plan your budget. Remember, not all items need be purchased. Look to team families, volunteers, 
and organizations in your area for resources. 

Item unit price total 

Income   

5 team registrations $50.00 $250 

Total  $250 

   

   

 

Item unit price total 

Expenditure   

   

35 Jr.FLL medal with ribbon $3.00 $105 

5 Jr.FLL trophy $4.30 $21.50 

Event insurance  (not provided by FIRST!) varies varies 

Event location fees (facilities, tables and chairs, building staff) varies varies 

Reviewer packets and programs donated $0 

Volunteer, reviewer event snacks  $25 

Decorations (balloons, helium tank rental, signs)  $25 

Total  $250 
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Mid-Sized Events 

Mid-sized events are designed to allow 5 to 10 teams to celebrate work well done. Here are some items 
to consider as you plan your budget. 
 

Item unit price total 

Income   

10 team registrations $50.00 $500 

Total  $500 

   

   

item unit price total 

Expenditure   

   

70 Jr.FLL medal with ribbon $3.00 $210.00 

10 Jr.FLL trophy $4.30 $43.00 

Event insurance (purchased from FIRST) Varies varies 

Event location fees (including facilities, tables and chairs, building 

staff) 

Varies varies 

Volunteer, Reviewer event snacks  $50 

Decorations (balloons, helium tank rental, signs, etc.)  $50 

Total  $500 
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Large Events 

Large events accommodate more than 10 teams. These events often are held in conjunction with an FLL 
event, so costs are shared. The sample that follows provides costs from just such an event held in 
Leander, Texas, USA, in 2008. The FLL tournament occupied the large gym while the Jr.FLL event was in a 
smaller practice gym in the same athletic complex. Our thanks to the Central Texas FLL Championship 
Tournament planning committee for sharing the information. 

Item unit price total 

Income   

27 team registrations $50.00 $1350.00 

Total  $1350.00 

   

   

 

item unit price total 

Expenditure   

Administrative fee for team registration transactions 3.25% $43.88 

140 Jr.FLL medal with ribbon $3.00 $420.00 

27 Jr.FLL trophy $4.30 $116.10 

Event insurance (purchased from FIRST) $0.30 $105.00 

Event location fees (including facilities, tables and chairs, 

building staff) 

1/3 of total  $316.67 

Volunteer, Judge and VIP event snacks 1/3 of total  $126.70 

Decorations (balloons, helium tank rental, signs, etc.) 1/3 of total  $83.33 

Total  $1211.68 
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8. Technical Considerations 

 

8.1 Lighting and Wiring 

One of the major influences on your event budget is the technical requirements. To keep this cost low, 
use simple lighting in your site area. 

You may want to consider having access to electrical outlets for at least some of your teams. Some 
teams may be using a laptop to control their LEGO® model, so you may wish to ask teams ahead of time 
if they have any need for an electrical outlet. An alternative to this is to set up a laptop battery recharge 

station.  

 

8.2 Coordinator Communication 

A microphone, inexpensive headsets or walkie talkies may help with communication among volunteers 
at an event, depending on the size and scale of your event and venue. This will also allow volunteers to 
know when you are going to start opening and closing ceremonies. 

 

8.3 Audio 

You will want to consider your audio and video needs for the day of your event. If you are showing any 
videos, you will want to have a projection screen or a television.  You will need access to a boom box or 
sound system to play music during your event, and finally, you may need to have a microphone for 
opening and closing ceremonies and to present awards at your event. 

 

9. Event Day 

 

From teams and their coaches, spectators, Reviewers, and other volunteers, everyone has a schedule.  
Coordinating these elements takes time and careful planning and a well-planned schedule to keep the 
event moving. From the time registration opens, to reviewing time in the Pit, the opening ceremony to 
the closing ceremony, teams, volunteers and coordinators face a busy day! 

Always allow for timing problems, such as a malfunctioning microphone, or a team not showing up on 
time. Make sure everyone at your event is comfortable and has fun! 
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9.1 Scheduling 

The Sample Event below is based on a half-day schedule. Jr.FLL events should not be 8 hours long, as 
this is usually too much for the age of the kids. The model below is based on 10 teams.  

 

Time Event Happenings Reviewing Schedule 

12-12:30 Teams arrive, 
register, and set up 
Pit area 

 

12:30-1:00 Opening Ceremonies  

1:00-3:00 Teams participate in 
Team LEGO® Build or 
Team Building Activity 

Reviewers will be 
meeting with teams 
during this time 

3:00-4:00 Closing Ceremonies-
Present Awards to 
teams 

 

 

9.2 Reviewing 

Reviewers should begin meeting with the teams right after Opening Ceremonies. Reviewers should have 
about 5-10 minutes with each team, so make sure you schedule enough Reviewers for the number of 
teams you have. The event should only last for about 2-4 hours, so you will want to allot enough time 
for each team to spend 10 minutes with their Reviewer. It works best if the children have an activity to 
work on while they are waiting to meet with their Reviewer. You may want to create a schedule for each 
team and each reviewer ahead of time so that they know when each team is presenting. Remember, 
one of your floaters can fill in as a Reviewer if someone cancels or does not show up.  Reviewers should 
come to the pit tables so that ǘƘŜȅ Ƴŀȅ ǾƛŜǿ ŜŀŎƘ ǘŜŀƳΩǎ ǘǊƛ-fold Show Me! poster and LEGO® model.  
You may decide to have a separate room for teams to meet with Reviewers, but this will require teams 
to move their Show Me! poster and LEGO® model when they meet with the Reviewer.    

 

9.3 Schedules 

All teams will need a copy of the schedule.  Inform them that schedules are subject to change and that 
ǘƘŜ ŎƘŀƴƎŜǎ ǿƛƭƭ ōŜ ŀƴƴƻǳƴŎŜŘ ƛƴ ǘƘŜ tƛǘΦ  Lǘ ƛǎ ǘƘŜ ŎƻŀŎƘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǊŜƳŀƛƴ ƛƴŦƻǊƳŜŘ ƻŦ ŀƴȅ 
changes.   

 

9.4 Event Theme 

You may decide to highlight the Challenge topic each year by having an Expo Theme.  For example, you 
Ƴŀȅ ǿƛǎƘ ǘƻ ŘŜŎƻǊŀǘŜ ȅƻǳǊ ǎƛǘŜ ǾŜƴǳŜ ōŀǎŜŘ ƻƴ ǘƘŜ ȅŜŀǊΩǎ ǘƻǇƛŎΦ   ¸ƻǳ ǎƘƻǳƭŘ ƛƴŎƻǊǇƻǊŀǘŜ ǘƘŜ ǘƻǇƛŎ ƛƴǘƻ 
your Event Name.   Make sure to really let people know what the kids spent their time researching and 
exploring.    
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9.5 Opening and Closing Ceremonies 

These programs should have a flair that is fun, informative, exciting and entertaining. Inviting a special 
well-known area guest is great. Explaining how the teams will receive awards is important, as the kids 
will want to know when they will get their trophy or medal! The closing ceremony holds its own 
excitement because teams find out what they will win for an award! You may also choose to give each 
team a unique award based on something special that highlights THEIR team. High-fives, music, and 
awards help raise the excitement level! Make sure you choose an Emcee who is comfortable in the 
spotlight, as they will be the highlight of these ceremonies.   

 

9.5.1 Opening  

As with any event, the opening ceremony sets the tone for the rest of the day. Keeping it exciting, but 
brief, sends the Expo on its way! Crucial elements to include: 

¶ Introduce any important guests or sponsors, as well as the Reviewers because the kids need to 
know who they are! If there is time, you may want to ask them to say a few words. 

¶ Announce the Challenge topic and the rules of any activities you are conducting during the 
event. 

¶ You may wish to use some of the materials available on the FLL/Jr.FLL Communications 
Resource Center to help build excitement for the FIRST Programs. You can find these resources 
at: http://www.usfirst.org/community/resourcecenter.aspx?id=950&LinkIdentif 

¶ If possible, play the national anthem just before ending the ceremony. 

 

Music raises the level of excitement. The Emcee leads this opening ceremony and should work with the 
DJ to pick out music that represents the Challenge, introductions, and other aspects. Teams are brought 
into the opening ceremony.  Some expos/events have teams line up and come in Olympian style with 
team signs, and the Emcee announces each team as it enters the competition area. Make sure to 
reserve a space for the teams so they have a place to sit during the ceremony. If you are holding your 
event at a school, you can hold the opening and closing ceremonies in the gym, cafeteria, or in an 
auditorium. Make sure you factor parents and spectators into your space requirements.  

 

9.5.2 Closing (High-Five Ceremony) 

The Hi-Five Ceremony is a time of celebration and reflection on a job well done. The Hi-CƛǾŜ /ŜǊŜƳƻƴȅΩǎ 
name derives from the idea that as teams parade up to accept their awards, they get high fives from all 
the Reviewers. 

Make it entertaining; you can heighten the drama by having the DJ play a drum roll or other appropriate 
music when teams come up to accept their trophies. 

Once all teams have received their awards, thank the volunteers, parents, coaches, mentors and, of 
course, teams for making this a wonderful event. Let them know that you hope to see them next year! 
The Hi-Five Ceremony can be done in an auditorium, gym, or cafeteria. You could also have the kids 
stand or sit right in front of their Pit Table if you are lacking on space.    

http://www.usfirst.org/community/resourcecenter.aspx?id=950&LinkIdentif
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9.6 Event Day Load-in Checklist 

Arrangements Made Completed On Site 

Á  Á Set up Seating in Opening/Closing Ceremony Area 

Á  Á Set up Team Tables (with Team Name Signage) in the Pit 

Á  Á Set up Volunteer Room (set tables for snacks, drinks) 

o  o Pens, paper, clipboards 

o  o Volunteer t-shirts if you have them 

o  o Event Program and Team lists 

o  o Event Schedule and Reviewing Schedule 

Á  Á Set up Food/Refreshment Area 

o  o Tables and chairs 

o  o Trash cans 

o  o Signage 

Á  Á Set up Registration/Information Table: 

o  o Information Packets: Schedules, Sponsors etc. 

o  o Pens, paper 

o  o FLL, FTC, FRC, and Jr.FLL Literature 

o  o Name badges for each team member 

o  o Event programs 

o  o TV/VCR and videos (if you have any fun Jr.FLL or   
FLL videos) 

Á  Á Display flags, hang banners and signs 

Á  Á Load in all Audio, Visual, Sound, Lighting and Electrical 
Equipment 

Á  Á Run and cover wiring for lights, computers, audio/visual, 
etc. 

Á  Á Test all Audio, Visual, Sound Volume, Computer and 
Electrical Equipment 
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10. Getting the Word Out 

 

To invite other teams to your event, you can Post your Event. When posting, be sure to be clear about 
times and registration instructions. Full posting instructions and tips are provided on the post event 
form online. You might also wish to contact area schools and homeschooling groups with a notice of the 
upcoming event and information about team participation.   

 

10.1 Media Plan 

A media plan for the event is a useful tool.  This timeline of events, critical dates, and action items serves 
as the primary marketing tool. The plan can include recruitment efforts for teams, the layout and design 
of your web page, timeline for press release dates, a listing of the media-local and state-that should be 
contacted. It can include any demonstrations, or presentations that are planned. It utilizes the 
standardized press releases developed at FIRST Headquarters, which should be customized with your 
local information. The plan should also cover the development of a program handout that incorporates 
the design and copy work provided on the FLL website to help get you on your way.  

 

10.1.1 Media Advisor 

The following information will help you strategize and organize media coverage for your event. The 
Media Advisor has enormous impact on the teams, participants, sponsors and spectators as well as 
promoting your event. His or her creativity is essential to the impact of your pre and post event press 
releases, press packets and handout program at the event. Promotion of the event takes many forms 
and this person can perhaps help link your website to the FLL site. All of this creative work reflects your 
tournament and the hard work and effort behind the scenes.   

 

10.1.2 Press Releases 

The FLL website has a standardized press release that you can use to help promote your event. It 
contains the crucial information about tournaments, description of an event, time, place, contact 
information, and allows you to add your own creative flair to give the information some punch.  The 
releases should also include some information about the sponsors and their roles. You can send this to 
the sponsors for their review, and ask them to distribute it to their media contacts and their company 
communication network.  The releases can be used for Public Service Announcements (PSAs) on radio 
and television, as well as newspapers. You can find a copy of the Sample Press Release at COMING 
SOON. 

 

10.1.3 Press Packet 

It is a good idea to contact your media and invite them to attend the day of the event. Take a few 
minutes to follow up the initial call with a letter and include some general information for them to 
review.  On the day of the event, a packet of info will make things much easier on the media and your 
media advisor. The packet should include information about the event and its sponsors. Include some 
additional contact people with names and telephone or email addresses, some Event information about 
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the number of teams and their hometowns. ¢ƻ ƳŀƪŜ ǘƘŜ ƳŜŘƛŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ Ƨƻō ŜŀǎƛŜǊ ŀƴŘ ƳƻǊŜ 
comfortable, include a site plan and a setup of the expo/event. If they want to conduct interviews, know 
whom you want for your spokespersons. Make sure they understand the event and the program.  There 
is a lot going on, and the more prepared everyone is for this aspect, the better the coverage will be! 

 

10.2  Sample Press Release 

Please see PDF of Sample Press Release (COMING IN JULY 2009) 

 

10.3  The Web and its Links 

 

10.3.1 Junior FIRST LEGO® League Web Pages 

Post Events-coordinators can fill in the template to submit information about your event. Once the 
information is received at FIRST Headquarters, the information will be formatted and then made public.  

 

10.3.2 Jr.FLL Forum 

The Jr.FLL Forum is designed to help coaches and Event Coordinators communicate with each other.  
Following this link: http://www.usfirst.org/community/jfll/content.aspx?id=13162 

Coaches and Event Coordinators can sign up to enter the forums, and can use the public forums to 
communicate with each other, as well as talk with other teams. Remember, the Jr.FLL Forums are not 
expected to be a place for Jr.FLL team members to communicate with each other, but rather a place for 
coaches to connect and share resources with one another.  

 

10.3.3 Event Coordinator Web Links 

Each Event Coordinator should fill out an event listing on the Post Events section of the Jr.FLL/FLL 
website. The listing includes the details of the event such as date, time, place, contact information, how 
to register, and other pertinent information. Event Coordinators will have the ability to have a URL link 
to their own web page for more information about the Event. Coaches will be able to follow links to 
learn about your Expo/Event, so details are important here. ¢Ƙƛǎ ƛǎ ǘƘŜ ǘŜŀƳΩǎ ŦƛǊǎǘ ŎƻƴǘŀŎǘ ǿƛǘƘ ȅƻǳΣ ǎƻ 
spend time creating a page that is fun to look at if you decide to create a web page.  

 

10.3.4 Suggested Event Information for Your Web Page 

¶ Event Location 

¶ Sponsors (if any) 

¶ Number of Teams 

¶ Date 

¶ Time 

¶ Registration Information Required from Teams 

http://www.usfirst.org/community/jfll/content.aspx?id=13162
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¶ Registration Fees (if any) 

¶ Contact Information 

¶ Event Information ς schedules, what to bring, food etc.  

¶ Directions 

 

11. Junior FIRST LEGO® League Awards Overview 

You will find complete descriptions below of many possible awards in this section of the guide. Every 
team member should win an award in a Jr.FLL Event. Make sure to factor the cost of an award for each 
child into your event budget. We HIGHLY recommend that you do not just give each child a certificate, 
but rather give each child a medal, trophy or other award, as children at this age love to proudly display 
their awards! 

**You may use our recommended vendor, Crown Trophy, or you may create or purchase your own 
awards. Please visit the Jr.FLL Awards page at: http://www.usfirst.org/uploadedFiles/JrFLLlocal09.pdf 
if you would like to purchase your awards from Crown Trophy. 

 

11.1 Suggested General Awards 

As with participant awards, there is no official standard for what a team award should be. The same 
award can be given to multiple teams. Feel free to create your own. If your event is large-sized, consider 
presenting awards by categories such as: model, Show Me! poster, and teamwork. Here are some 
suggestions for team awards: 

 

Amazing Movement AwardτFƻǊ ƛƴŎƻǊǇƻǊŀǘƛƴƎ ŀ ǳƴƛǉǳŜ ƳƻǾŜƳŜƴǘ ƛƴǘƻ ŀ ǘŜŀƳΩǎ ŘŜǎƛƎƴΦ 

Gracious Professionalism AwardτFor exemplifying Gracious Professionalism during the Event. This 
team was thoughtful, kind, and showed respect towards others. 

Against All Odds AwardτFor overcoming incredible odds of an unforeseen nature. This team was able 
to improvise, adapt, and recover out of sheer determination. 

Effort and Learning AwardτFor a strong effort and a willingness to learn and try new things. This team 
prepared for success. 

Complexity and Decoration AwardτFor beautiful model construction, with great decorative touches. 

Most Explosive AwardτFor explosive ideas, eye catching research poster, and explosive team energy. 

Robust Design AwardτThe team whose understanding and application of construction knowledge 
allowed them to produce the sturdiest design. 

Construction Innovation AwardτFor demonstrating an ability to think creatively. This team created 
excellent designs and built quality components without any instructions or outside assistance. 

Stick to It AwardτIn spite of repeated obstacles, this team stuck together, never giving up and always 
looking to the next step in the face of adversity. 

http://www.usfirst.org/uploadedFiles/JrFLLlocal09.pdf
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Team Spirit AwardτFor a fun team environment, a positive attitude, and constant team support and 
cheering. 

Teamwork AwardτFor hard work on teamwork. Success as a team came first. Always first to a team 
solution, this team knows that Together Everyone Achieves More. 

Inquiring MindsτFor interest in science and enjoyment of the building process. Always looking to find a 
solution, this team kept morale up while creating smart solutions. 

Independent Leadership AwardτFor impressive and varied designs. This team created ideas with little 
outside guidance. They took ideas from each team member into consideration to produce quality 
results. 

Out of the Box AwardτFor innovative ideas during model construction. 

ά{ŎƛŜƴǘƛǎǘέ !ǿŀǊŘτName your award for a famous scientist in the field of the Challenge theme. 

 

11.2 Themed Awards 

You may wish to specify some theme-specific awards for your event.  Listed below are some ideas for 
themed awards during the Smart Move season.   

 

Clean Air Award-This award could be given to the team which learns about ways to reduce pollution by 
improving their transportation systems. 

Master Motorists-This award is for the team who builds an amazing vehicle as their LEGO® model. 

Amazing Access Award-This award is given to the team who has created a model which makes it 
possible for people to access even if they have trouble moving from place to place. 

Distinguished Drivers-This award is given to teams who created a safe vehicle and transportation route 
to move their object.  

Speedy Delivery-This award celebrates the team whose model delivers their object or person in the 
most efficient way possible.  

Super Safety Award-This award is given to the team who considered safety as an important aspect in 
creating the route or means for transporting their object. 

 

11.3 Special Recognition Awards 

The success of the Jr.FLL Program is truly a reflection of the commitment and enthusiasm our volunteers 
display.  

 

11.3.1 Outstanding Volunteer Award 

This award honors the dedication of the volunteer(s) whose assistance and devotion helped to change 
the lives of children for the future. 
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11.3.2 Adult Coach/Mentor Award 

Many teams reach significant milestones of success thanks to their close relationship with an adult 
mentor. This award goes to the coach or mentor whose wisdom, guidance, patience, and devotion were 
Ƴƻǎǘ ŎƭŜŀǊƭȅ ŜǾƛŘŜƴǘ ƛƴ ƘƛǎκƘŜǊ ǘŜŀƳΩǎ ŘƛǎŎǳǎǎƛƻƴ ǿƛǘƘ the Reviewers.  

 

12 Team/Community Building Activities at Your Event 

 

12.1 Sample Activities  

Bored children are rarely quiet and still. Event day activities can be as simple as asking teams to bring 
extra LEGO® pieces or coloring books to occupy team members while they wait for the reviewers to visit 
or may include more involved event challenges, games, storytelling, or supervised play areas. Match the 
activities to your space and the volunteers you have available. 

 

Team Model Building ChallengeτAdd a team model build activity where teams are challenged to build 
a model DURING the event. Remember to include extra LEGO® pieces in the event budget if you plan a 
team-build activity, as many teams will not bring extra bricks. The coordinator should have enough parts 
for each team if you include a team build activity in your event. 

Choose a theme that will allow the teams to pick an item and build it in approximately one hour. 
Perhaps a single item from the season challenge theme will fit the bill. For example, for the SMART 
MOVE season (transportation theme) you might challenge your teams to build a model that represents 
one form of transportation, such as a car, train, or airplane. 

Another model building challenge might ask teams to model something in their town/community. 
Teams might choose the post office, their school, or a local landmark. For even more fun, create a large 
map and have the teams place their models in the correct area of the map. Enlarged maps can be 
painted or drawn on butcher block paper or drawn with sidewalk chalk on a paved play area. Provide a 
smaller copy of the map to each the team along with the build instructions to help them plan where to 
place their model. 

Teams can present their models during the awards ceremony, as they come up to receive their awards. 
The completed models make a great visual for the teams to look at and enjoy, and also make a great 
photo opportunity. 

 

Scavenger HuntτDƛǾŜ ŜŀŎƘ ǘŜŀƳ ŀ ǎǇŜŎƛŦƛŎ ǘƛƳŜ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜƛǊ άǇƛǘ ŀǊŜŀέ ǘƻ ƳŜŜǘ ǿƛǘƘ ǘƘŜƛǊ 
reviewer, then send them off with a specific list of questions to answer or items to find. For example, 
you could: 

¶ Ask them to find someone from another team who shares their name. (Name tags are a good 
thing.) 

¶ Challenge them to find the Lost and Found table. 

¶ Ask them find the model with the most blue bricks. 

¶ Challenge them to find a Show Me! poster that includes a particular color combination. 
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Lists should be prepared and copied before the event. Limit the number of items to 10 or fewer, as this 
activity can become tedious if there are too many items to find. Also, remind the children to walk, stay 
with their team, and be quiet and respectful as their hunt takes them past pit areas where teams are 
meeting with reviewers. 

 

StorytellingðChildren love a good tale! Collect a group of stories that relate to the season theme and 
line-up volunteers who are willing to read them. Check with your local librarian or bookstore staff. They 
often host story hours and may be willing to help you find both the stories and the volunteer 
storytellers. 

 

Arts and CraftsτCollect theme-related coloring pages and make them available to the teams. Provide a 
ƘŀƴŘŦǳƭ ƻŦ ǇƛǇŜ ŎƭŜŀƴŜǊǎ ŀƴŘ ŀ ŦŜǿ ōŜŀŘǎ ǘƻ ŜŀŎƘ ŎƘƛƭŘ ŀƴŘ ŀǎƪ ǘƘŜƳ ǘƻ άōŜƴŘέ ŀ ǘƘŜƳŜ-related model. 
Give each team member a blank sheet of drawing paper. Ask each team member to draw part of the 
event and create a team collage. If space allows, you can set up a central area for these activities or 
distribute materials directly to the teams in their pit areas. 

 

Active Play AreasτChildren ages 6-years to 9-years are bundles of energy. If your space is conducive to 
providing a place for safe, active play, give your budding scientists and engineers a place to burn some 
of that energy off. Simple in-place activities can help as well. Ask your emcee or DJ to announce Stretch 
.ǊŜŀƪǎ ŜǾŜǊȅ ǎƻ ƻŦǘŜƴΦ IŀǾŜ ŜǾŜǊȅƻƴŜ ŀǘ ǘƘŜ ŜǾŜƴǘ ǎǘƻǇ ǿƘŀǘ ǘƘŜȅΩǊŜ ŘƻƛƴƎ ŀƴŘ ǊŜŀŎƘ ŦƻǊ ǘƘŜ ǎƪȅΣ ŘŀƴŎŜ 
in place, roll their eyeballs, crinkle their toes, or wiggle as hard as they can without moving their feet. 
 

13. Participant Consent Forms 

Event Coordinators are responsible for managing and creating consent forms for participants at their 
events.   FLL Operational Partners may use the consent forms which they use for FLL events.  Neither 

FIRST nor the Jr.FLL program organize or host any Jr.FLL events.  

 

14. Event Registration 

You have everything in place, the site, the volunteers, and publicity about the event.  Now you are ready 
for the teams.  Jr.FLL Events/Expos must handle their own registrations.   Posting information on the 
Jr.FLL άtƻǎǘ ŀƴ 9ǾŜƴǘέ tŀƎŜǎ ƻƴ ǘƘŜ FIRST website will let teams know about your event.   List contact 
information, the number of teams you can host, and any deadlines for registering. You will need to 
contact each of the teams that register to let them know if they have been accepted and what they will 
need to bring.  
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14.1 Event Preparation and Registration Checklist 

 

Just to get you started, you may want to use the left column of boxes to pencil in those items you want 
to include in your preparations, and use the right column of boxes when you pack your registration 
materials.  Use the blank lines to pencil in your own. 

 ̄  ̄ Overview of Event 

 ̄  ̄ List of Sponsors (if any) 

 ̄  ̄ Schedule for the Day 

 ̄  ̄ Team Information sheet used by emcee during the event 

 ̄  ̄ Food requirements 

 ̄  ̄ Contact information on day of tournament 

 ̄  ̄ What to do when your team arrives. 

 ̄  ̄ Rules for the day: i.e.: No running, no profanity, no tobacco products 

 ̄  ̄ Directions and Site Map 

 ̄  ̄ Transportation ideas for LEGO® Model 

 ̄  ̄ Pit information (where your team is located etc.) 

 ̄  ̄ Team List 

 ̄  ̄ Award descriptions and criteria-for your Closing/Awards ceremony presentation 

 ̄  ̄ Who the Reviewers are and what the reviewing process is 

 ̄  ̄ Packet Check List (make sure you have included all needed materials in your  
  team packets 

 ̄  ̄ Participant Consent forms for video recording, photographs, and liability- 
  remember, not all people want to or can be shown (FIRST only provides consent 
  forms to FLL Operational Partners-you are responsible for creating the consent  
  form for your event if you are not an Operational Partner)  

 ̄  ̄ Cǳƴ ƛŘŜŀǎ ǘƻ ŜƴƘŀƴŎŜ ǘƘŜ ŜǾŜƴǘΣ ƛƴŎƭǳŘƛƴƎ ƛŘŜŀǎ ŦƻǊ ŀ ǘŜŀƳ άLEGO® .ǳƛƭŘέ 

 ̄  ̄ Parking and unloading information 

 ̄  ̄ Reminders for the day,-laptops, power strips, name badges, extra batteries for  
  your motor, trading items (to trade with other teams) 

 ̄  ̄ Personal item storage requirements  

 ̄  ̄ Emergency procedure information for key volunteers 

 ̄  ̄ Extra LEGO® building elements 

 ̄  ̄ _______________________________________________________________ 

 ̄  ̄ _______________________________________________________________ 


