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SPELLING BEE RULES AND PROCEDURES 

 
A. Eligibility  
The Spelling Bee is open to students in grades 3–6 who attend Smith, Brooks, or the 
Hanscom Schools, as well as residents of Lincoln or Hanscom A.F.B. who attend 
private school or are home-schooled. 
 
B. Team Format 
Spellers compete in teams of two or three students. All members of a team must be in 
the same grade but do not have to be from the same classroom or school. Spellers form 
teams with friends or classmates and come up with their own team name, which must 
be three words or less. Each individual speller on a team must sign up and pay a fee to 
participate in the Spelling Bee. Scholarships are available upon request. 
 
C. Grade Competition Format 
A few days prior to the Spelling Bee, the LSF will post a schedule with the check-in time 
and start time of each Grade Level Competition on www.lincolnschoolfoundation.org. 
Spellers must check in at the Brooks Gym during the registration period for their grade. 
In other words, all third-grade spellers must check in during the third-grade registration 
period no matter when their heat is scheduled to begin. Please note that all spellers and 
their families are expected to be present at the Brooks School from the time of check-in 
until the time of their heat. 
 
Once registered, spellers and family members will proceed to the gym to wait for their 
Grade Level Competition to begin. Approximately 15 minutes prior to the start of their 
competition, spellers and their families will proceed to the auditorium for an introduction 
and overview of the competition. The teams scheduled to compete in the first heat will 
be called to the stage.  
 
The remaining teams that are not scheduled for the first heat will stay to watch the Bee 
and wait to be called for their heat. We ask that teams sit together to be ready to take 
their seats on stage. Please note that teams and their families may not enter or exit the 
auditorium once a heat has begun. Time will be set aside between heats to allow people 
to come and go from the auditorium. All teams are encouraged to remain at the Bee 
after they have been disqualified to watch the Grade Championship and support the 
winners!  
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D. Heats 
The teams in each grade will be assigned to a spelling heat where they will compete 
against up to seven other teams from the same grade.  The winner(s) of each heat will 
be given a spot in the Grade Championship, which will determine the winner of their 
grade’s spelling bee. The LSF will randomly assign teams to each heat, and the heats 
will be emailed to each registered participant a few days prior to the Bee. The heats will 
also be posted on www.lincolnschoolfoundation.org.  
 
All participants will be in the auditorium during their Grade Level Competition.  When it 
is time for the next heat, an announcement will be made for anyone in that heat to line 
up on the right side of the auditorium.  At that time, a volunteer will help organize the 
teams and escort them onto the stage. Team name cards will be on the front of each 
table, and teams will find a seat at their designated table and listen to instructions from 
the pronouncer.  Participants should not touch the computer on their table until 
instructed as it may impede their ability to participate in the competition.  
 
E. Rounds of Competition 
There will be three rounds of competition: Preliminary, Elimination, and Championship. 
In the Preliminary Round, teams will have the opportunity to get used to the format of 
the Spelling Bee without being eliminated for incorrect spelling. The Elimination Round 
will be in double elimination format. Each team will stay in the competition until they 
have incorrectly spelled two words. The Championship Round will be single elimination 
format. Each team will remain in the competition until they incorrectly spell one word.

 
Each team will receive a scratch pad, pencils, a computer, and two elimination stars.

 
1. Preliminary (Warm-up) Round Format: In the Preliminary Round, all teams 
will spell two words to get comfortable with the format of the Spelling Bee. All teams 
advance to the next round, which is the Elimination Round. 

 
The pronouncer will pronounce a word for all teams to spell at the same time. The 
pronouncer will then use the word in a sentence. For example, the pronouncer will say, 
“The word is FRIEND. I have a FRIEND named Sally.” 

 
All teams in the heat will spell the same word given by the pronouncer using the 
keyboard on their computer. Any team member may ask the pronouncer to repeat the 
word and the sentence. Teams will have 25 seconds to work together quietly, type the 
word into their computer, and click ‘submit’. No changes can be made to words after 
teams have clicked ‘submit’ on the computer, and teams must click ‘submit’ when time 
is called. Each team’s answer will be shown on the screen, and the judge will ask one 
team to slowly spell the word for the audience to hear. 
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Important Note: It is the spelling entered into the computer that counts. Practice words 
written on a scratch pad or the verbal spelling of a word after the answers have been 
submitted DO NOT COUNT. Teams are encouraged to write the word on a scratch pad, 
work together to determine the correct spelling, and decide who will type the answer 
into the computer and click ‘submit’.  

 
 

2. Elimination Round Format: The Elimination Round will follow the same format 
as the Preliminary Round, but this Round will be double elimination. In this Round, 
when a team misspells a word, one “elimination star” will be removed from their table. If 
that is the first star a team has lost, that team continues in the competition. When both 
elimination stars have been removed for a team, that team will be eliminated. Eliminated 
teams will place their name card facedown on the table and remain seated until the end 
of the heat. 

 
A heat ends when there is one team remaining with at least one star. This team will 
move onto the Grade Championship. A tie will be called after 15 rounds of competition if 
there are only two teams remaining. However, if there are three or more teams still in 
competition, the Elimination Round will continue until there are only two teams or one 
final team remaining. At this point all teams remaining will move onto the Grade 
Championship Round. 

 
3. Grade Championship Format: The Grade Championship Round will follow the 
format of the Elimination Round except that teams will be eliminated from the 
competition after misspelling one word. The competition will continue until there is only 
one team remaining with a star. That team will be declared the Grade Champions. The 
pronouncer has the right to declare a tie if the competition continues on past 20 rounds. 
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