
 
 

Virtual Poster Competition Guide for Hosts 
 

1. Reference the “Poster Competition” Section of the Regional Conference Planning Guide, as well as the 

competition rubric & z-score sheet when organizing your Virtual Poster Competition.  The in-person 
competition format can be adapted to be held virtually, per the following guidelines.  Any questions 
can be directed to studentchapters@aiche.org. 

 
2. Recommended Competition Format: Video conferencing tool such as Zoom* that allows you to see the 

presenter while they are speaking as well as their presentation.  AIChE recommends requiring 
presenters to be on camera during their presentation.   

 
a. *Zoom Subscription 

i. A paid account is recommended due to typical competition duration (free account 
users have a time limit on zoom meeting duration). 

ii. IMPORTANT: If you are getting access to a virtual conference platform (i.e. Pathable), 
you will not need to purchase your own Zoom licenses, as Zoom licenses will be 
included with the platform. Consult AIChE if you are unsure if that applies to your 
region. 

iii. If your chapter needs a paid Zoom account, please contact AIChE Staff at 
studentchapters@aiche.org for assistance. 
 

b. Zoom Training Materials 
i. If you don’t have experience with Zoom, we recommend that you familiarize yourself 

with the platform by checking out the resources located in the Zoom Help Center 
ii. If you have any Zoom questions, please contact AIChE Staff at 

studentchapters@aiche.org for support. 
 

c. Recommended Zoom set-up: Meeting with breakout rooms 
i. Format: 

1. Each presenter should have their own breakout room 
2. You should also set aside 2 additional breakout rooms: 

a. “Judge helpdesk” room where judges can go to ask questions of your 
conference planning committee.  You should staff this room with your 
planning team members who have access to the rubrics, judging 
assignments, and who understand how the competition is being run.  

b. “Judge break room” where judges can go to finish up their scoring in 
between viewing posters without being disturbed. 
 

ii. Some important notes on breakout rooms:  
1. Once breakout rooms have been opened, you cannot add new breakout 

rooms without closing the existing ones.  Before opening the rooms, make 
sure you’ve included enough breakout rooms.  If you think you may need an 
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extra room, or want to be safe, you can always increase the count of rooms by 
a few to allow you that flexibility to use them if needed. 

2. There is a limit of 50 breakout rooms per Zoom meeting. This should not be an 
issue given our usual Poster Competition participation at the Student Regional 
Conferences, but if you end up with higher participation, you can set up two 
simultaneous Zoom meetings to accommodate all of your presenters. 

3. The latest version of Zoom allows for participants to move themselves 
between breakout rooms – for this to work, all attendees and the meeting 
host must have v. 5.3.0 of Zoom or higher on their local computer.  If an 
attendee is not on 5.3.0+, they will not have the option to select a breakout 
room.   The newest version of Zoom can be downloaded at 
https://zoom.us/download.  

4. A member of your conference planning committee (the meeting host) needs 
to remain in the main room while the breakout rooms are in session.  They are 
the only person who will be able to assign people, including latecomers, to 
breakout rooms who are unable to self-select breakout rooms.  Someone from 
your planning team should also be present in the main room to help greet 
people as they join, so that the host can focus primarily on moving people 
between breakout rooms.   

5. When operating within the virtual conference platform Pathable, it is not 
possible for you to set up the breakout rooms in advance of the event.  For 
this reason, we recommend assigning each poster a number which will 
correspond with the automatically generated breakout room numbers that 
you create at the start of the event.  When communicating judging 
assignments in advance of the competition, be sure to use these poster 
numbers so judges know which rooms they should go to.  Be sure that the 
competitors know their poster numbers as well.  When opening up breakout 
meetings at the start of the event, we recommend re-naming only the two 
extra breakout rooms for your judges so they know which room is which.   
 

d. Presentation Format 
i. All competitors must come prepared with a 1-page PDF version of their poster. 

While we recognize that there are other virtual poster presentation formats with 
potentially more engaging and interesting features, access to such formats may not be 
universal for all participants.  To keep the competition fair, all posters must be 
presented in a 1-page PDF format.  

ii. Competitors should prepare a very short, succinct presentation (2-3 minutes in length) 
to present when new judges and/or spectators join their breakout room. 

iii. While presenting, competitors are strongly encouraged to be on camera.   
There are nonverbal aspects of the judging rubric that judges can only give points for if 
students have their cameras on during the presentation.  

1. IMPORTANT: It is up to the presenters to find a location with a reliable 
internet connection that allows them to remain on camera for the duration 
of the competition.  

iv. While presenting, competitors must share their PDF poster on screen.  Presenters can 
zoom in on the different parts of their poster as they address them during their 
presentation.   
There is a readability aspect of the judging rubric, so the PDF should be of a high 
enough resolution that judges and spectators can read it when zoomed in.   

 
e. Considerations 
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i. Regional host sets up the event and ensure that all participants and judges know 

where, when, and how to join. 
ii. IMPORTANT: Judges should NOT have access to the PDF posters in advance – this 

could create great variability in judge preparation.  All judges should see the posters 
for the first time when they enter a presenter’s breakout room during the live 
competition. 

iii. Consider whether spectators (classmates, advisors, etc.) will be invited to view posters 
at the same time that judges will be interacting with posters or if there will be a 
separate time for spectators to view. This is up to the regional host. The regional host 
should decide and announce the plan to all participants ahead of time and make it 
clear on the conference agenda who can interact with the presenters and when.  

1. Spectators + Judges interacting with posters at same time 
a. Pros:  

i. More closely mirrors in-person competition format 
ii. Opportunity for spectators and judges to interact 

b. Cons:  
i. Could be more chaotic for the host who may have to move 

more people between breakout rooms who are unable to self-
select, during the same time frame 

ii. Judges may not always have presenters to themselves and 
may feel uncomfortable interrupting spectators, which could 
slow down their pace and result in them not getting through 
all of their judging assignments in the allotted time 

2. Separate times for Spectators and Judges to interact with presenters 
a. Pros:  

i. Judges will be in a better position to review all of their 
assignments in the allotted time 

ii. Less chaotic for the host who may need to move people 
between breakout rooms; allows them to prioritize taking care 
of the judges during the time allotted for judges 

iii. Less likely for judges to enter a room where someone else is 
already interacting with the presenter 

iv. If you have spectators interacting with the presenters first, it 
gives presenters an opportunity to warm up before they 
present to judges 

b. Cons: 
i. May require a greater time commitment on the part of the 

presenter and the conference planning team; if you choose 
this approach, we recommend scheduling a ~15-20-minute 
break to give competitors an opportunity to step away and 
refresh before interacting with the next audience. 

 
3. Determine how and when you will collect the scoresheets from judges.  

 
a. If you want judges to send you their completed rubrics, consider how to make that process as 

easy as possible for them to submit and for you to identify which participant the scoresheet 
was for (i.e. box.com/drop box/online form/etc.) 

 
4. Provide instructions and any necessary information to all participants (judges + competitors) prior to 

the competition, giving as much notice as possible.  Please also include AIChE Staff 



 
studentchapters@aiche.org on any communications and invitations so we can do our best to send a 
representative to attend your virtual competition.   
 

a. You should provide all participants with the following information prior to the competition: 
i. Basic guidance surrounding the platform and competition format, including 

1. Guidance re: how to download the latest version of Zoom 
2. The presentation format information in section 2d above. 

ii. Competition abstracts, poster numbers, and schedule  
iii. Guidance surrounding when, where, and how to join the event 
iv. You can also direct competitors to these Best Practices for Video Presentations 

compiled by AIChE  
 

b. Judges should also receive scoresheets, their judging assignments (including poster numbers), 
and any special judging instructions and in advance of the competition. 
 

c. Consider giving participants the opportunity to conduct an optional test sign on a few days 
prior to the competition to allow everyone to test their connectivity to Zoom. 

 
5. Use the z-score sheet provided by AIChE to determine the competition winners.  This score sheet is set 

up to help you quickly normalize the scores in order to account for the fact that different judges may 
be using different scoring scales. 

 
a. The z-score indicates how many standard deviations the grade for a poster is above/below the 

mean among the grades from a given judge; this scoring method therefore corrects for the fact 
that judges may use different grading scales.  A z-score of +0.80 means that a student’s grade 
was 0.8 standard deviations above the mean, while a z-score of -0.50 means that the grade 
was below the mean by 0.5 standard deviations.  This score sheet is set up to automatically 
calculate the mean and standard deviation for each judge and uses that info to calculate the z-
scores for each poster 

 
b. This sheet is currently set up for a maximum of 30 posters (video entries) and 22 different 

judges.  If you have less than 30 posters/ 22 judges, that is fine and you don’t need to remove 
any lines, simply leave the extra rows and columns blank.  If you need help accommodating 
more posters or judges, email us at studentchapters@aiche.org and we can update the z-score 
sheet for you.  
 

c. Only yellow fields should be populated by the host.  These yellow fields should be the total 
scores that you receive from the judging rubrics that I send later tonight (Look for the yellow 
field where the judge and the entry they judged intersect). 

 
d. Once all scores are entered, the final right-most column on the spreadsheet will give the 

average “z-score” for each entry, with highest average z-score marking the winner. 
 

There’s a partially populated example tab on the template where we have 4 entries “posters” that were 
reviewed by 3 different judges.  All I did was fill in those yellow cells in columns B, D, & F.  If you scroll 
over to column AU, you’ll see the Average Z-scores.  Poster 2 gets 1st place, followed by Poster 1 in 2nd 
place, and Poster 3 in 3rd place.  You can use the blank tab of the attached for your competition’s 
scoring.  If you have any questions about the form, or if you want AIChE to review it after completion 
but before announcing the winners, to confer the winners with you, let your primary AIChE staff contact 
know.   
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6. Announce & contact winners. 

 
a. Ensure that all participants know to attend the Awards Ceremony at the end of your Student 

Regional Conference. 
 

b. Announce the winners during the Awards Ceremony. 
 

c. We suggest sending a separate email to each of the 3 winning presenters thanking them for 
participating and congratulating them. 

i. For the emails notifying each winner, include their place, an electronic award 
certificate, and a message to let them know that someone from AIChE staff will be 
reaching out to them to collect information needed to facilitate payment of their 
monetary award.  AIChE will provide a certificate template, but you are also welcome 
to use your own template if you have one.  

ii. You can cc their chapter advisor on this email too.  
 

7. Report winners to AIChE. 
a. Access the Regional Conference Summary Report to report the winners to us here: 

https://aiche.formstack.com/forms/regionalsummaryreport.   
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