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Simple and Compound Machines  

Event Supervisor Guidelines 
Courtesy of George Ruck 

 
The following provides some general guidelines for running these events at a typical 
State level sized (40-60 teams) tournament with ~15 teams per session, but can be 
adapted as needed for smaller / larger tournaments. 
 
Facilities: 
Two rooms. One for the written exam and one for device impound, storage, and testing. 
The second room needs to have flat horizontal (physics lab type) tables. The rooms 
should be (in priority order):  

1) interconnected 
2) adjacent 
3) across the hall 
4) near by 

 
Example rooms: a lecture type room with desks and a room with flat tables connected to 
the first by a short dedicated hallway. 
 
Staff: 
An Event Supervisor and six volunteers: 
 

One Time Keeper: Checks students in to the exam room, proctors the exam, 
notifies the students when to go to the Device Test, and keeps the event 
running on time 
 
Three Device Test Supervisors: Conducts the Device Test and records the 
time used. Provides the raw data for the mass ratios and time to the Score 
Compiler. 
 
One Score Compiler: Enters the various elements of the raw score on to the 
Scoring spreadsheet as they become available. 
 
One Exam Grader: Grades the written exams as they are completed and 
provides the ES to the Score Compiler  
 

Detailed written procedures for each of the staff should be given to each person to allow 
them to understand what they are to do so that you can start the first session immediately 
after impound period ends. 
 
Two key parts of this process are the use of a "checklist" used to collect all the score 
elements affecting the Final Score and a spreadsheet that takes the raw data from the 
Exam and the Device Tests and computes the scores from the data elements including 
any penalties. The spreadsheet also computes a Final Score and ranks the teams. Both 
are available on the event pages at www.soinc.org 
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Simple and Compound Machines  

Event Procedures 
 

Impound 

1. Verify that the "the device is identified with the Team Number by either 
marking directly on the device or on a tag or piece of tape securely 
attached to the device." 

2. Verify that the Device 

a. is a Class 1 Lever (connected to a Class 2 lever for Compound) 

b. has no moveable masses 

c. has no electrical components or springs 

3. Verify that each lever is less than or equal to 40.0 cm (Compound) / 
80.0 cm (Simple) long.  

4. Measure the length, width, and height of the device using a meter stick 
to judge if it would easily fit into a 100 x 100 x 50 cm box along with 
any tools or supplies being impounded. If Yes - skip to step 7 

5. If there is a question on the ability of the device, tools, and supplies to 
fit in the box, have the students arrange the material on either A) 100.0 
x 100.0 cm or B) 100.0 x 50.0 cm taped area so that none of it projects 
beyond the edges and measure the height of the highest point. If less 
than 50.0 cm in case A) or 100.0 cm in case B), it meets the 
requirement. 

6. Notify the students if there are any violations of the construction 
specifications. If students can correct all violations using only the tools 
and supplies they brought with them, before the end of the impound 
period, accept the device. 

7. Instruct the students to place their device, tools, supplies, and the 
checklist in the space designated by their team number on the storage 
tables. If it will not fit in the space provided some portion can be placed 
on the floor under the table 
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"Event Supervisor" Duties 

 

General Duties 

1. Lead the Impound Process 

2. Provide specific directions to the volunteer staff 

3. Monitor the performance of the volunteer staff. 

4. Answer questions and resolve issues that arise during the event 

 

Specific Duties 

1. Deliver the Introduction Speech 

 Welcome to Simple / Compound Machines. My name is _______ and I 
am the Event Supervisor. Let me explain how the Device Test will be 
done 

 During the Exam, teams will be called to go to the Device Test Area in 
the other room. 

 You will move your Device and the Event Checklist that you received 
at Impound to one of three Test Stations 

 If you did not Impound a Device, see the Time Keeper to receive you 
Event Check List and fill out the top section but do not go to the Device 
Test Area when your team is called. 

 There will be three masses labeled "A", "B", and "C" on the test station 
table near your Device.  

 Time starts when you touch ones of the masses and ends when you 
write your estimates of the mass ratios "A/B" and "B/C" on the Event 
Check List and announce that you are "done" or "finished".  

 One of you may return to the Exam area at any time and the other can 
return once the estimates are submitted and the Device and any 
related materials are moved back to your pre-assigned space. 

 You may take your Device with you or leave it here until later. All 
Devices must be reclaimed by 4:00 PM or they will be put in the hall. 
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"Time Keeper" Duties 

 

Event Check-in 

1. Verify that each student entering the room has a wrist band of the 
correct color 

2. Check off each team on the list provided  

 

Written Exam 

1. Give each team one copy of the Exam booklet.  

2. Students should not open the exam until told to start 

3. Instruct the students to write on the first page of the Exam 
booklet: 

a. School name & Team Number 

b. Student names 

4. Instruct the students to read the Rules on the front page of the 
Exam booklet. 

5. Set the Lab Timer for the appropriate duration tell the students 
to start the Exam, and turn on the timer 

6. During the Exam, observe the students to ensure that they do 
not have any contact with or use of cell phones, tablets, I-Pads, 
or other internet capable devices, even if not connected to the 
internet. If a violation is observed, record the team number for 
disqualification but allow them to complete the Exam and 

Device Test. Tell the Event Supervisor ASAP! 

7. During the Exam period call two or three teams to go to the 
Device Test area per the Device Test Schedule  

8. If a team did not impound a device, they will see you when their 
team is called for the Device Test to pick up their Check List 

9. Announce a "5 minute warning" 

10. When the timer buzzes, the event is over. Students should turn 
in their Exam booklet and leave the room. 
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"Device Test Supervisor" Duties 

 

1. Devices, Event Check List, and related materials will be on tables 
in pre-assigned locations from impound.  

2. Up to three teams at a time will be called to go to the device test 
area per the Device Test Schedule  

3. The students will move their device and the Event Check List to 
one of the three Test stations 

4. Place the three masses on the table in front of the Device. 

5. The Device Test Supervisors will measure the time from when 
the students first touch any of the masses until they write their 
estimates of the mass ratios on the Event Check List and 
announce that they are "done", or "finished".  

6. Verify that the two mass ratio estimate written by the students on 
the Event Check List are readable. 

7. During the Device Test,  observe the students to ensure that 

 they use the device as a simple / compound lever to estimate 
the two mass ratios (Check List) 

 they do not mark on or modify the masses (Check List) 

8. At an elapsed time of 00:3:30, (3 minutes 30 seconds) announce 
a "30 second warning". 

9. At 00:4:00 (4 minutes), stop the Device test, instruct the students 
to return their Device and related materials to the pre-assigned 
location, and send the students back to the Exam area.  

10. Record the elapsed time - in whole seconds on the Event 
Checklist (Maximum = 240 Seconds). Deliver the completed 
Check List to the Score Compiler. 

11. It is not required that both students stay until the mass estimate is 
submitted and one can return to the Exam area before the other. 

12. If student(s) submit their mass estimate before the 4 minutes has 
expired, they may return to the Exam area immediately after 
returning the Device and any related materials to their pre-
assigned space. 
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"Score Compiler" Duties 

 

1. When the Event Check List with raw data (Elapsed Time and Mass 
Ratios) from the Device Test are delivered, enter these two numbers 
on the Scoring spreadsheet. Time should be in whole seconds and 
Ratios in no more than three digits (x.xx or 0.xxx). 

2. If any of the boxes on the left side of the Event Check List is not 

marked, Tell the Event Supervisor ASAP! 

3. When the Exams have been graded, the Exam Score will be recorded 
on the Event Check List and returned to you. Enter the Exam Score  
on the Scoring spread sheet 

4. The spread sheet will calculate the Total Score and compute the Rank 
of each team. This ranking is not final until all the teams have been 
scored. If there are one or more ties in the ranking, the Rank boxes will 
turn RED. All ties must be broken. Ask the Event Supervisor for the 
procedure for breaking ties if they occur. 

5. When all scores have been entered and any ties resolved, the Total 
Score and the Team Rank need to be written on the front page of the 
Exam booklet in the spaces provided. 
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"Exam Scoring" Duties 

 

1. All answers must be on the Answer Sheet and be legible. If it is 
unreadable, it is wrong, 

2. The same person should grade a given portion of the Exam for all 
Teams.  

3. If you think an answer may be correct even if not the same as the one 
on the answer sheet, ask the Event Supervisor for a decision. 

4. Total the points by Section and when complete, total the two Section 
points for an Exam Score (50 max). Record the Exam Scores on the 
Event Check List and give to the Score Compiler. 
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Example Simple / Compound Machines Event Timeline 

Session 1 

Teams 33 - 48 

Total Time = 60 minutes 

 

Start Duration 

(minutes) 

Finish Activity 

8:45 5  8:50 Student Check-in and instruction 

8:50 0 8:50 Exam Starts 

 Teams 

9:00 5 9:05 Device Test 33 & 34 

9:05 5 9_10 Device Test  35, 36, 37 

9:10 5 9:15 Device Test  38, 39, 40 

9:15 5 9:20 Device Test  41, 42, 43 

9:20 5 9:25 Device Test 44, 45, 46 

9:25 5 9:30 Device Test 47, 48 

9:40 0 9:40 5 Minute Warning 

9:45 0 9:45 Exam Ends 
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Example Simple / Compound Machines Event Timeline 

Session 2 

Teams 1 - 16 

Total Time = 60 minutes 

 

Start Duration 

(minutes) 

Finish Activity 

10;00 5  10:05 Student Check-in and instruction 

10:05 0 10:05 Exam Starts 

 Teams 

10:15 5 10:20 Device Test 1, 2 

10:20 5 10_25 Device Test 3, 4, 5 

10:25 5 10:30 Device Test 6, 7, 8 

10:30 5 10:35 Device Test 9, 10, 11 

10:35 5 10:40 Device Test 12, 13, 14 

10:40 5 10:45 Device Test 15, 16 

10:55 0 10:55 5 Minute Warning  

10:60 0 11:00 Exam Ends 

 



Version: 2014-2015/1  www.soinc.org 

Page 10 of 11 

 

 

Example Simple / Compound Machines Event Timeline 

Session 3 

Teams 17 - 32 

Total Time = 60 minutes 

 

Start Duration 

(minutes) 

Finish Activity 

11:15 5  11:20 Student Check-in and instruction 

11:20 0 11:20 Exam Starts 

 Teams 

11:30 5 11:35 Device Test 17, 18 

11:35 5 11:35 Device Test  19, 20, 21 

11:35 5 11:40 Device Test  22, 23, 24 

11:40 5 11:45 Device Test 25, 26, 27 

11:45 5 11:50 Device Test 28, 29, 30 

11:50 5 11:55 Device Test 31, 32 

12:10 0 12:10 5 Minute Warning 

12:15 0 12:15 Exam Ends 
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SUPPLIES 

 

1. Scoring spread sheet (Excel) 

2. 2 x Meter sticks 

3. 40.0 (Compound) / 80.0 (Simple) cm stick 

4. masses (4 sets) 

5. golf ball 

6. digital scale 

7. digital camera 

8. timer 

9. masking tape & Sharpie 

10. 2 x staplers / staples 

11. Exam packs 

12. Answer packs 

13. Event rules 


