GRADUATE MARSHAL DESCRIPTIONS MAY 2011 
Candidate Assistance ( 2 faculty, 4 student marshals)

Work with professional security personal to clear the center aisle for procession of candidates, onto the Old Main Quad. During the ceremony, remain at either side of the stage area to assist either the photographer or candidates on and off the stage. Once the recessional music begins, clear the center aisle for the recess of stage party and faculty from Old Main Quad.

Candidate Line Up-Business (2)
Line up in Lecture Center Lobby. Make sure candidates have their ticket (name card) with them with the back filled out. If a candidate does not have their name card refer to the list supplied the day of the ceremony and have the candidate sign next to their name. Assist with cap and gown. Remind candidates to turn off beepers and phones when the march begins. Assist with any questions or needs. Work with the coordinator of the march to ensure formality in the procession. Marshals should escort candidates to the Old Main Quad and into the reserved seating area. These marshals should plan to stay within the reserved seating area to assist with the candidates and guests. During the ceremony, constantly move up and down the aisles making sure that they remain clear. Guests within reserved seating cannot block the aisles. Assist marshals with candidate seating, if needed.
Candidate Line Up Education (2)

Line up in Lecture Center Lobby. Make sure candidates have their ticket (name card) with them with the back filled out. If a candidate does not have their name card refer to the list supplied the day of the ceremony and have the candidate sign next to their name. Assist with cap and gown. Remind candidates to turn off beepers and phones when the march begins. Assist with any questions or needs. Work with the coordinator of the march to ensure formality in the procession. Marshals should escort candidates to the Old Main Quad and into the reserved seating area. These marshals should plan to stay within the reserved seating area to assist with the candidates and guests. During the ceremony, constantly move up and down the aisles making sure that they remain clear. Guests within reserved seating cannot block the aisles. Assist marshals with candidate seating, if needed.

Candidate Line Up Fine and Performing Arts (2)
Line up is in the Lecture Center Lobby. Make sure candidates have their ticket (name card) with them with the back should be filled out. If a candidate does not have their name card refer to the list supplied the day of the ceremony and have the candidate sign next to their name. Assist with cap and gown. Remind candidates to turn off beepers and phones when the march begins. Assist with any questions or needs. Work with the coordinator of the march to ensure formality in the procession. Marshals should escort candidates to the Old Main Quad and into the reserved seating area. These marshals should plan to stay within the reserved seating area to assist with the candidates and guests. During the ceremony, constantly move up and down the aisles making sure that they remain clear. Guests within reserved seating cannot block the aisles. Assist marshals with candidate seating, if needed.

Student Leader (1)

Candidate Line Up-Liberal Arts and Sciences (3) 

Line up is in the Lecture Center Lobby. Make sure candidates have their ticket (name card) with them with the back should be filled out. If a candidate does not have their name card refer to the list supplied the day of the ceremony and have the candidate sign next to their name. Assist with cap and gown. Remind candidates to turn off beepers and phones when the march begins. Assist with any questions or needs. Work with the coordinator of the march to ensure formality in the procession. Marshals should escort candidates to the Old Main Quad and into the reserved seating area. These marshals should plan to stay within the reserved seating area to assist with the candidates and guests. During the ceremony, constantly move up and down the aisles making sure that they remain clear. Guests within reserved seating cannot block the aisles. Assist marshals with candidate seating, if needed.

Candidate Line Up-Science and Engineering (2) 

Line up in Lecture Center Lobby. Make sure candidates have their ticket (name card) with them with the back filled out. If a candidate does not have their name card refer to the list supplied the day of the ceremony and have the candidate sign next to their name. Assist with cap and gown. Remind candidates to turn off beepers and phones when the march begins. Assist with any questions or needs. Work with the coordinator of the march to ensure formality in the procession. Marshals should escort candidates to the Old Main Quad and into the reserved seating area. These marshals should plan to stay within the reserved seating area to assist with the candidates and guests. During the ceremony, constantly move up and down the aisles making sure that they remain clear. Guests within reserved seating cannot block the aisles. Assist marshals with candidate seating, if needed.

Manager of Name Cards (1) 

Responsible for managing the list for registered participants, list supplied the day of the ceremony.  If a registered participant does not have their ticket (name card) the day of the ceremony, you will have to first find their name on the list before allowing them to have another name card.  Have candidates sign next to their name.  Position should be at entrance to Old Main Quad.

Name Announcer (1)
Stuart Robinson

Candidate Seating (6)
These marshals are responsible for getting the candidates to their seats on the Old Main Quad, on the stage, off the stage and back to their seats. This is a team that coordinates individual marshal responsibilities to ensure that there is an even flow of candidates on and off the stage. Prior to the day of the ceremony, the Group Coordinator is made aware of any candidates with disabilities who will be participating. Seating of the candidates is coordinated with the person who is overseeing the candidate line up. There will be a separate, additional meeting for this group to review specific responsibilities. On the day of the ceremony, once the seating arrangments for the candidates have been reviewed, these marshals should assist with guest seating.

Diploma Cover Assistance and Stage Setup (2)  
Prior to the ceremony, you work with the coordinator to arrange last minute stage setup, stage party seating and proper placement of Certificate of Participation covers. Remain at the back of the stage area. Move to center stage when the conferring of degrees begins. One person supplies a steady flow of the Certificate of Participation covers to the President and the other is responsible for restocking the covers on the table. These marshals wear black robes supplied by the Commencement Office.

Jacqueline Andrews 

Stuart Robinson

Disability Seating (3)

Seating is located behind guest seating within the fenced area. Guests should be dropped off at the Wooster Parking lot and checked in at College Hall/ Wooster entrance to the reserved seating. Marshals should check in guests and seat them on the appropriate side of the ceremony for their candidate.

Disabled Parking (2) 

Monitor guest parking for Wooster Parking Lot #21. Only guests with appropriate hangtags or license plates are permitted to park in the designated area. Assist with crowd control outside Old Main Quad. Alert people outside the center that they will not be allowed to enter 10 minutes prior to the ceremony for the line of march.

Distribute Programs and Guest Seating (4)
Distribute programs to guests and direct guests to available seats.  Direct guests with disabilities to designated areas.  CLEAR THE ASILES WHEN THE FANFARE BEGINS (this marks the beginning of the march).  During the ceremony, guests cannot block the movement of candidates on and off the stage.  Assist the marshals who seat candidates during the ceremony, especially during the conferring of degrees.  Guests are to remain in their seats during the recession of the stage party and faculty.

Faculty Line Up (2) 

In front of Coykendall Science Building Auditorium. Provide assistance with caps and gowns, if needed. Answer any questions the faculty might have. Escort faculty to the front of the Coykendall Science Building. They will applaud the candidates and then follow candidates into the Old Main Quad. Do not allow faculty to march into the Old Main Quad until candidates are in their rows.

Ceremony Faculty Lineup (2)

In front of Coykendall Science Building/Auditorium. Provide assistance with caps and gowns, if needed. Answer any questions from the faculty. Provide the Seating Marshals with the faculty count at 5:30 p.m. Faculty will follow the candidates. Escort faculty to center aisle on Old Main Quad. Do not allow faculty to march until candidates are out of the aisle and in their rows.

Guest Assistance (4)  
Includes one of the three responsibilities below:

1. Provide information for guests, without tickets who are outside the reserved seating area. Distribute programs and assist with crowd control. Keep water station area clean, restock cups as needed. At the beginning and end of the ceremony help with crowd control at the entrances to the reserved seating area.

2. Provide information for guests and guests with disabilities, by the Old Main Quad.

3. Provide information for guests on the Old Main Quad. Monitor reserved seating locations to prohibit guests with no disabilities from sitting in reserved areas. Walk with guests to their seating locations whenever possible.

Gwen Havranek

Barbara Caldwell

Manager of Name Cards

Responsible for managing the list for registered participants, list supplied the day of the ceremony.  If a registered participant does not have their ticket (name card) the day of the ceremony, you will have to first find their name on the list before allowing them to have another name card.  Have candidates sign next to their name.  Position should be at entrance to Old Main Quad

Marshal Check-In (1) 

Check marshals in, distribute walkie-talkies and make last minute additions or changes to the program or marshal assignments.  Answer questions regarding assignments for marshals.  Collect all walkie-talkies and supplies after the ceremony.

Name Card Taker from Announcer (2)

Prior to the ceremony, help with guest seating and distribution of programs. During the ceremony work with the people announcing candidate names to ensure correct order of name cards.

Program and Guest Seating (3)

Distribute programs to guests and direct guests to available seats.  Direct guests with disabilities to designated areas.  CLEAR THE ASILES WHEN THE FANFARE BEGINS (this marks the beginning of the march).  During the ceremony, guests cannot block the movement of candidates on and off the stage.  Assist the marshals who seat candidates during the ceremony, especially during the conferring of degrees.  Guests are to remain in their seats during the recession of the stage party and faculty.

Reserved Seating Ticket Collection (4)  

Time commitment: 8:00 a.m. - noon) Check that each guest entering reserved seating area on the Old Main Quad has a ticket. Tickets are collected. If a guest needs to leave the reserved seating area, you will stamp their hand. Young children and infants who will be held do not need a ticket. NO CARRIAGES OR INFANT CARSEATS ARE ALLOWED IN THE RESERVED SEATING AREA. Assist guests and candidates with questions. You are responsible for stopping guest traffic into the Old Main Quad when the formal march (fanfare) begins. After the ceremony, make sure guests leave the reserved seating area in an orderly manner.

Ticket Distribution (4)  

Marshals will need to be at the designated table, underneath the pine trees, outside College Hall, near the disability drop off. The Will-Call tables allow guests to pick up tickets the day of the ceremony. Marshals are responsible for checking off registered student names and verifying confirmation numbers. Guests will also be allowed to pick up these tickets reserved by the candidate. Assist guests with questions concerning the ceremony.

Water Station Monitors (2) 

There will be two (2) water stations located around the ceremony area (Old Main Quad). You will be responsible for keeping the water area clean, refilling cooler as needed and restocking cups. You should assist guests with any questions they may have about the ceremony and receptions. You may be asked to do other jobs the day of the ceremony

