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Good Clerking – The Successful Cat Show

Clerking is a most rewarding avocation.

A successful cat show depends on more than entries and good management.  One of the most important things is a good clerking staff.  A good clerk can help the Judge maintain the judging schedule, ensure mechanical accuracy, and avoid delays.

A clerk is an ACFA Ambassador.  They must be prepared to use sound judgment in answering questions of both exhibitors and spectators.  A well managed ring is one where the Judge is allowed to perform his/her duties undisturbed.

A clerk must be a superb record keeper.  The clerk is responsible for all posted errors made by the Judge because your job is to check all postings and approve them for accuracy.

A clerk must be familiar with the current ACFA Show Rules.  The clerk’s copy should always be at hand for quick reference.

Introduction

Clerking is an art, a learned skill; it evolves through study, training and most important of all, properly supervised practical experience, A qualified professional clerk is an indispensable asset.  Most Show Committees find properly trained clerks to be one of the better forms of insurance for a smoothly running show.

There is much more to being a clerk than the placing of entry numbers on the cages and marking the various awards in a show catalog.  The Professional Ring Clerk is:

A Record Keeper

A Supervisor

A Diplomat

A Liaison for the Judge

An Assistant to the Judge

The intent of our ACFA Clerking Program is to develop qualified individuals as ACFA Clerks: exhibiting an attitude of pride and professionalism in their manner; doing the job in such a way so as to reflect well upon themselves, the club, the Judge and ACFA.

PURPOSE

SECTION I – General Information:

The purpose of the ACFA Clerking Program is to provide individuals with the quality training necessary to perform the task of clerking.  It is intended to maintain a high level of quality and proficiency.  This will be accomplished by a rectification examination every two years reflecting any new Show Rules or Bylaw changes affecting ring management.

Through this program we plan to develop a pool of competent, qualified clerks for ACFA Shows who are skilled by training, experience and examination to:

 

1.  Accurately record any awards given by the Judge.

2.  Supervise the Stewards.

3.  Manage the ring operation.

4. Assist the Judge as requested

SECTION II – Eligibility

To apply to the ACFA Clerking Program, the applicant must: 


       Be a member in good standing in ACFA.


       Be of good reputation in the Cat Fancy

Completely fill out an official application form and send it, along with the proper fee, to the current Clerking Program Administrator.

SECTION III 

Part 1- Training Program

The ACFA Clerking Program consists of a combination of instruction (Clerking School), training by a Licensed Ring Clerk, study, experience and examination.  It is comprised of two levels of training: Licensed Ring Clerk and Licensed Master Clerk.

The Program is designed to allow you to progress through the various stages at your own speed.  Each level is designed to expand your knowledge and to increase your efficiency, thereby allowing you to assume more and more responsibility.

If you wish to enter the ACFA Judging Program, the Clerking Program is mandatory.  Continuation into the Judging Program is not required of anyone who enters the Clerking Program.  It will be your decision alone to take each step as a Clerk enrolled in the Clerking Program.

We want you to be a capable Clerk; proud of your position and happy with the job you are doing.  It is important that you enjoy clerking.

    Part 2 – Requirements and Qualifications

A. Licensed Ring Clerk

1. You must make application to the Clerking Program Administrator (hereafter known as CPA)

2. In order to qualify as a Licensed Ring Clerk, you must complete the following within eighteen (18) months of application;

a. Serve as a Principal Ring Clerk for at least eight (8) complete ACFA licensed shows; (for this  “show” is a ring) six (6) of which must be Allbreed and two (2) of which must be Specialty under at least four (4) different judges.

b.  Attending a Clerking School will count as two (2) of your Allbreed rings.

1. You must sign your name (legibly) (suggest also printing your name) on the Judge’s Book for the ring to be counted.  Judge will complete the evaluation on the cover of the Judge’s Book under your printed name.

2. You must be willing to perform those duties as listed under Ring Clerk.

3. You must have eight (8) satisfactory assignments as Ring Clerk on file with the CPA, who may ask you to complete additional remedial assignments if the Judges’ comments warrant them.  Upon satisfactory completion of these, and satisfactorily passing the Licensed Clerk Test with a score of 90% or higher, the CPA will notify you of your licensed status.  After you receive notification, you may, if you choose, apply for the level of Master Clerk.

4. To retain your status as a Licensed Ring Clerk, you must:

a. Keep your ACFA membership current.

a. Complete application with appropriate fee.

b. Successfully pass a refresher examination every two years with a grade of 90% or better.

c. Serve as Ring Clerk for at least four (4) ACFA licensed shows per show season and receive satisfactory evaluations for each ring.

             B.  LICENSED MASTER CLERK;
1. The position of Licensed Master Clerk is open to all who hold a valid and current status as a Licensed Ring Clerk.  Any one who meets these qualifications can continue their training in the Clerking Program toward the status of Licensed Master Clerk.  They must apply in writing to the CPA.

2. In order to qualify for the status of Licensed Master Clerk, you must complete the following within twenty four (24) months of application:

a. You can serve as a Master Clerk at any ACFA licensed Show. You will have to notify the CPA of these assignments, in writing along with a catalog.

b. Upon receipt of five (5) successful evaluations as a Master Clerk, and completion of a Comprehensive Mechanics Examination of show mechanics and procedures with at least a grade of 90% or higher, the CPA will issue a certificate to you as a Licensed Master Clerk.

1. To retain this licensing as a Licensed Master Clerk, you must:

a. Keep your ACFA membership current.

b. Complete application with appropriate fee.

c. Successfully pass a refresher examination every two years with a grade of 90% or better

d. Serve as a Master Clerk for at least two(2) ACFA licensed shows per show year and have received satisfactory evaluations. 

SECTION IV – DUTIES

A. Ring Clerk

1. BEFORE THE SHOW

a. Report to your assigned ring at least thirty minutes before the scheduled starting time.

b. Make sure you know who and where the following officials are located:

(1) Show Manager

(2) Master Clerk

(3) Ribbon/Rosette Chairperson

(4) Show Control (Announcer, Hospitality, etc.)

a. Introduce yourself to the other ring personnel.

b. Verify that your ring is properly set up:

(1) Flats or markers are available and properly arranged.

(2) All ring cards are properly sexed.

(3) Check all cages to confirm that they are properly secured, so a cat cannot accidentally escape.

(4) Make sure that there are solid dividers between each cage.

a. Make sure that the Stewards are familiar with the proper method of cleaning the cages as well as returning the cage numbers and markers and/or flats after cleaning the cages.

b. Ensure that you have the proper number of catalogs needed for the ring. (one (1) for the Club and one (1) for the Judge; the Club catalog will be used both days and a new catalog will be used for each Judge.)

c. Check with the Judge for:

(1) His/her preference in procedures for calling the entries to the ring; whether to keep the cages filled at all times or if breaks after breeds are desired; and what procedures to use when sending cats back after judging.

(2) Any special Awards or Trophies to be awarded, especially to ascertain if they are to be awarded either during the judging or during finals.

(3) The Judge’s wishes regarding lunch and/or other refreshments.

(4) Always ask the Judge for permission to leave the ring.

a. When you receive the Absentee/Transfer List, mark all transfers and absentees in both ring catalogs.  It is preferable to use RED PEN so that the corrections are easily noted.

NOTE:  IF TRANSFERRING A CAT FROM ONE GROUP TO ANOTHER, I.E. KITTEN TO CHAMPIONSHIP, PLACE THE TRANSFER IN ITS PROPER JUDGING SEQUENCE UNLESS THE JUDGE INFORMS YOU TO DO IT DIFFERENTLY.

b. Advise the Judge of all absentees and/or transfers practically for the Judge’s on Sundays, inform them of all from the day before.

1. DURING THE SHOW

a. Supervise the activities of the Stewards.

b. Keep all unauthorized visitors from the ring.  Be diplomatic in explaining the reasons for such actions.

c. Relay any messages from the exhibitors to the Judge as soon as it is convenient.  The message may ONLY contain very specific data about an entry NAMED ONLY BY Its CATALOG NUMBER. (Please be careful of passing notes to the Judge because the exhibitors might misconstrue them.)

d. Mark your books as soon as the Judge hangs the award(s) (Ribbon)

e. Mark the awards as presented by the Judge.  You must keep accurate listings of these awards.  If an error is made, or a ribbon forgotten, discreetly let the Judge know.  (at a time when the Judge is not doing something).

NOTE:  WHATEVER HAPPENS, DO NOT HANG ANY RIBBONS YOURSELF.  THAT IS WHAT THE JUDGE IS PAID FOR.  IF ONE IS ACCIDENTLY KNOCKED DOWN, PLEASE FEEL FREE TO PICK IT UP AND RETURN IT TO ITS ORIGINAL POSITION.

f. PREFERABLY, you should keep a summary sheet of Best of Breed, Champion, Grand Champion, Royal, Supreme, as you progress through the classes.  This will be a great asset when checking finals.

g. Make certain that the ring numbers are posted according to the Judge’s directions and the published judging schedule.

h. Be sure that the announcer receives the numbers of new classes, or other ring instructions on time so that the ring can continue to function properly.

i. Check each of the yellow Judge’s sheets as the Judge finishes with them.  Check them against your marked catalog.  If the information is correct, please initial the page and forward it to the Master Clerk. It is also nice, but not a “must” to put the ring number in the right hand corner of each sheet to make the Master Clerk’s work easier.  If a discrepancy is found, discreetly call it to the Judge’s attention ASAP.  Remember, it is YOUR RESPONSIBILITY to catch the error, not to correct it.

j. Keep a tally on the pages that you check, and, if you find one missing, quietly ask the Judge if he/she still needs the page that you haven’t checked.

k. It is important to remember to keep both ring catalogs marked, especially if it is a back-to-back show the presiding Judge must be given a completed copy when they exit the ring at the end of the day.

l. Be sure that any special Breed Awards are made available to the Judge at the proper time.

m. Some judging schedules leave much to be desired.  They conflict with other judging rings.  If you find this is so, please talk with the Judge and find out what method they wish to use to resolve the stalemate and then, ask the Show Manager’s permission to change the published schedule.  You must announce such changes to the exhibitors.  A professional Clerk should know where the other Judges are in relation to the schedule in order to keep their Judge informed.

n. When the Judge is completing the paperwork for finals, the clerk should:

      (1) Tidy the judging area; clearing away all extraneous ribbons, papers, etc.            

            so that the final presentations may be made in a professional style.

(2) Arrange rosettes conveniently for presentation ensuring that tenth place is on top.

(3) Make sure that your work area is neat and tidy.

(4) Make sure that all cages are clean and ready for finals.

(5) Be sure that the ring numbers are in order so that you may readily find the needed numbers when the Judge finishes his/her paperwork.

a. If the Judge gives you his/her finals page to check, check the best of breeds and the order that the cats are in.  If you find an error, please let the Judge know before posting the cage numbers and announcing the finals.

b. Remember, mark the finals as awarded by the Judge - NOT  from the Judges’ sheet.  Any judge can change their mind, and/or do make an error. Your notations, made when the rosettes were hung, can help repair any such possible error.

c. Arrange the ring numbers in proper sequence for the next group of entries, clean cages and get ready for the next cats.  If it is the last final of the day, finish the Judge’s copy of the catalog and present it to the Judge and have the Club Copy ready to turn in to the Master Clerk.

d. If this was the last final, have the Steward(s) clean up their area and straighten up the judging area for the next day’s judging.  If this is the last day of the Show, gather all the supplies neatly and have them ready for collection by the Show committee.

e. Do not take your cat to the ring your are clerking for and never present your own cat in a final in your ring.  Minimize your time away from the ring.  This means, if at all possible have someone else take your cats to rings and return them from the rings.

After a one-day show, or a back-to-back show, turn over the Club copy of the ring catalog to the Master Clerk.  If this is the first day of a back-to-back show, prepare the ring for the following day.  Check with the show committee and put out the rosettes and do all you can to help prepare the ring for the next day.

A. MASTER CLERK:
1. BEFORE THE SHOW:

a. Arrive at the show approximately thirty minutes before the scheduled time  judging  is to begin

b. Check with the Show Management, introduce yourself and find out what they require.

1. DURING THE SHOW:

a. Be sure to use only the proper form for catalog corrections.  Have the owner sign the form and be sure that you sign the form.  Also, make sure that you make these same changes in the Master catalog(s) and remind exhibitors to give the changes to each Ring Clerk.

b. Enter the Judges’ notations from their sheets into the Master Catalog.  If the show committee has requested a Best-of-the-Best scoring and you agree to do it, it is best to do it as you go through the day rather than wait until the last ring is completed. (Scoring best of the best in NOT a required duty for the Master Clerk since it is not required for ACFA records or scoring.)  If you definitely do not want to be responsible for it, suggest that the club appoint a club member or members to accomplish the task and free you to complete your work more accurately.

NOTE:  If this is a back-to-back show, the owners or agents of all entries which have completed  championship or grand championship requirements, must fill out and submit the confirmation form, along with the proper fee, to the Master Clerk prior to the end of the first day of the show.  After recording the information in your Master Catalog, all forms and fees should be given to the person appointed by the Club (generally the Show Manager or Show Treasurer) for mailing, as required by the Show Rules.   Remember, Royals and Supremes may NOT be transferred after the first day of a back-to-back show.   No transfers, except Sunday only entries, may be made on the second day.

Announcements concerning such transfers should be made throughout the day to remind the exhibitors of their responsibility.  It is wise to go through the catalog at some point during the first day and list all opens who might transfer and as confirmations are given to you, check them against the list and by the end of the day, you will know which cats still need to be transferred.

c. Be sure to include on the Sunday Absentee/Transfer List, all of Saturday transfers, since the Sunday Judges will have no knowledge of the Saturday changes.

1. AFTER THE SHOW:
a. First day of a back-to-back show:
(1) Make sure that all the judges have submitted their judging sheets and finals.

(2) After all sheets have been entered into the catalog under the proper heading, the sheets should be stapled or clipped together, ready to be filed.

(3) Collect the ring catalogs from the Ring Clerks so that they will be readily available for the next day’s Clerks.

(4) Tidy up your area in preparation for the next day’s show.

(5) Turn over the confirmation forms and monies collected that day to the designated Show Person.  Also include a listing of all those entries that have made champion or grand champion, so that the next day’s A/T list is correct.

(6) If you have not completely marked the catalogs, please complete them ASAP.  Be sure they are placed in safekeeping for the next day’s show.

a. End of show, one day or back-to-back:

(1) Make sure that you have all of the Judges’ sheets and finals.  Clip or staple them together so that none are lost.

(2) Turn over, to the Show Manager, the completely marked catalog(s) (whatever number they have instructed you to do), all of the ring catalogs and all of the judges yellow sheets.

(3) Tidy up your area and depart.

(4) Don’t forget to collect your fee.

.

SECTION V – APPLICABLE FEES:

1. LICENSED RING CLERK

A.  For initial application                                                                          $10.00

B.  For yearly renewal of Ring Clerk License                                          $10.00

2. LICENSED MASTER CLERK

A.  For initial application                                                                          $15.00

B.  For yearly renewal of Master Clerk License                                       $15.00

NOTE; Renewal fees only apply to the individuals that hold an ACFA sanctioned license, and are payable no later than April 30 of each year as long as all other requirements for renewal are met. 

�EMBED Unknown���
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