May, 20, 2011 Graduate Ceremony

May 22, 2011 Undergraduate Commencement Ceremony

Instructions for Marshals

First Things First:  
Thank you for participating in this year’s ceremony.

There will be a campus wide appreciation barbeque on Tuesday, May 24th on the Old Main Quad, 11:00 a.m. – 2:00 p.m.

Pre-ceremony:  

· Be sure to wear your orange marshal shirt and bring your clipboard, with Commencement information, to the ceremony. 
Arrival:

· Graduate 5/20: Please arrive no later than 4:30 PM  
· Undergraduate 5/22: Please arrive no later than 8:00 a.m. unless your specific job description states a different time.
· Sign in at the Shango side of the Commencement stage. Complementary coffee, tea, water, pastries and fruit will be available inside the Old Library for Undergraduate Ceremony.
.

· Marshals assigned to guest assistance place programs on faculty seats.  If it rains, we will hand programs to faculty as they process into the Old Main Quad. 

· Boxes of  programs should be placed at intervals down both end aisles of the reserved seating area. Marshals who are able please help with the placement of the boxes. 

· Become familiar with candidate seating order.  This will allow you to assist guests with their seating selection.  Where possible try to seat guests on the same side as their candidate. (You will have a reference sheet listing the order). The candidate order by major will be listed in the program. 

· Guests with tickets have reserved seating inside the fencing.

There are NO ASSIGNED SEATS.  Children 2 years of age and under who sit on the lap of a guest do not need tickets.

NO BABY CARRIAGES or BABY BASKETS in the reserved seating area.  (In the event of an emergency, we do not want aisles or rows blocked.) 

Special Seating Tickets are from the Presidents Office. (These tickets are highlighted in yellow special seating in the upper corner of the ticket.)  Guests with these tickets should be directed to the front of the guest seating section for assistance. (Right and left side of guest seating) (See Sandy Hess)

Disability Seating

There will be two rows of disability seating in the back on the College Hall side.  These tickets are marked with DIS; however, the Marshall in charge of the Disability area will also be given a separate list to check in the event the ticket is not marked DIS.  

The Will Call table for ticket pick will be set up near Mohonk Ave. - by Wooster Parking Lot #21.. 

Candidate Line Up:  
UG Candidates arrive between 8:30 - 9:00 a.m.  

Undergraduate Candidates line up 

College of Liberal Arts and Science: Student Union Building, Multi Purpose Room

School of Education: Student Union 100, First Floor

School of Fine and Performing Arts: Parker Theatre

School of Business: Lecture Center, South lobby

School of Science and Engineering: Lecture Center, North lobby

Graduate candidates arrive by 5:00 PM 

Graduate Candidate’s line up is in the lobby of the Lecture Center  
Line up is alphabetical according to the candidate’s major within the College or School. 

We do not line up candidates in alpha order.

Remind candidates that only sealed containers of water or juice may be taken with them into the ceremony. Any open containers must be disposed of. Please collect any inappropriate attire or accessories prior to the march. They will be held for the candidates at a table to the right of the stage.

· Lead marshals doing candidate line up will be given extra cards, pencils, a walkie talkie and a list of all candidates. Candidates must check in and have their pre-printed student participation name card that was given to them when they picked up the guest tickets. This year, we have merged the student’s names on the student participation card and have reinforced that we will not replace cards.  If a student does not have their card, please verify that they are on the list and handwrite their exact name on the card.

· There will be safety pins and bobby pins available for candidates to help secure their caps and gowns. Marshals should assist candidates with attire when needed.  Gowns are to be fully closed, with no additional draping other than campus designated sashes and tassels. 

· Organization or society pins are to be worn on street clothes NOT on the commencement gown. 

· Caps are to be on the candidate’s head, make sure they are secure. Caps may have writing on them…BUT nothing above the surface. No profanity. Tassels are on the right. 

Before the procession, remind all candidates to turn off all cell phones & please not to text during the procession or ceremony.  Graduates/candidates are committed to stay through the entire ceremony. If you see someone leaving prior, please remind them of this commitment and to please return to their seat. 

(The College of Liberal Arts and Sciences and The School of Education candidates will begin the march from Student Union Building at 9:40 a.m proceed by the side of Parker Theatre and the Lecture Center and then arrive at Old Main Quad. The seating for LAS students is now on the left side facing the stage to avoid crossover issues experienced in the past. 

The School of Fine and Performing Arts (Parker Theatre) will process to the concourse between Parker Theatre and Fine Arts Bldg. where they will fall in line behind The School of Education. The march will process following the walkway under Sojourner Truth Library. The line of march will enter the Main Concourse at the Lecture Center, south side.  The School of Business will follow Fine and Performing Arts and the School of Engineering and Science will follow the School of Business. 

Science & Engineering & School of Business need to line up opposite Lecture Center before procession arrives. At 9:58 a.m., both lines of candidates will meet the Stage Party and the Faculty at the Coykendall Science Building . The candidate line will continue to the front of the quad and march to the Old Main Quad from in front of the stage.  

PLEASE NOTE:  BIOLOGY MAJORS SHOULD LINE UP WITH THE SCHOOL OF SCIENCE AND ENGINEERING – NOT LIBERAL ARTS.  VISUAL ARTS SHOULD LINE UP WITH FINE AND PERFORMING ARTS NOT LIBERAL ARTS & SCIENCES.

Marshals assigned to general guest assistance please move to walkway area where candidates will line up, check for and remove open containers, balls, noisemakers/BULL HORNS and signs as candidates march in.  

Remind candidates to smile!

Four marshals assigned to be Ticket Collectors should stand at the entrance to candidate seating (by Chaining) on the Old Main Quad and hand programs to candidates. This year, a marshal in this area will be provided with a radio in the event that they need assistance.  
Remind candidates to remain standing for Faculty and Stage Party. (Processing in and out of the ceremony.) 

PLEASE NO SMOKING, CELL PHONES OR TEXTING  DURING THE CEREMONY. 

Faculty Line Up

Faculty participating in the undergraduate ceremony will line up in Coykendall Science Building AUD/110.  They will follow the undergraduate candidates onto the Old Main Quad. 

Only faculty with academic attire may process.  Ask any faculty with out not to join in the line of march.

Marshals lining up faculty will need to give the count to be assigned by 9:40 a.m.

Marshals should allow a minute or two for the candidates to get to their seats before allowing faculty to process on to the Old Main Quad.  Faculty should not be waiting behind candidates who are being seated. 

Programs:

Programs will be on the Faculty seats. If it is raining, they will need to be passed out at the entrance to the seating area.  Guest assistant marshals should do the distribution. 

Stage Party

Stage Party will meet in the Coykendall Science Building Lounge, 9:15 a.m. 

Clothing items can be left in the conference room.

Stage Party will process out the south side door of Old Main and greet the candidates at the rocks. 

The Stage Party will process in two lines for right and left seating on stage.  The Stage Party should wait to process onto the Quad until faculty are in their rows. 

This will provide a smooth flow to the march and the stage party will not be waiting in the line of the march.  Marshals should judge the movement of the march to estimate time for the Stage Party to begin their movement onto the Quad. 

At the end of the ceremony ALL marshals should move to the outer aisles of the Old Main Quad to insure that candidates and guests remain in their seats while Faculty and Stage Party process out of the Quad. 

