Debriefing Notes from Hooding Ceremony 2012

Set-up/Facilities 
Risers left in front of doorway and no way to contact facilities to remove them

Longhouse left in disarray after function the night before—trash, etc. 

Piano left in the way

Stage needed railing in back for safety

Ramp had nails exposed
Carpeting on stage not pressed together properly

Main aisle not wide enough—one row of chairs needed to be removed

*Improvements for Next Year
Suggest police services and facilities use walkie-talkies to communicate

Chairs and tables placed in Cedar Room and refreshment tables located in the hallway 

Garbage containers by entrance and exits

Wheelchair and stroller row arranged ahead of time

Add hammer to supply list

Food and Drink
Tables not set up as instructed even after verbal directions given on site. Took a call to the kitchen to return and rearrange for separate beverage table.

Coffee urns leaked onto table linen

Not enough half and half even with warning on contract

Gluten free scones not labeled as gluten free (we supplied our own sign)

No cold water, had to make special call to receive.

Ran out of napkins and had to make call to get more

Ordered 20 tea bags and got 15 tea and 3 cider/hot chocolate packages ($1.28 charged per bag)

Food pretty much gone after Tribal hooding

*Improvements for Next Year

Possibly serve coffee at beginning and during ceremony and have portable lunch type items set up during ceremony in hallway to take to graduation ceremony on Red Square. Consider water boxes, and protein bars that might not have to be purchased through the college.

Report leaking urns right away
Insist on having back-up supply of half & half and soy on site.

Order more food on the years when both cohorts graduate
Need to know who will be in charge of set-up day of event
Sound and Other Media

Screens down the entire ceremony with logos showing

Mic at podium not wireless

Exposed cord a potential tripping hazard

*Improvements for Next Year

Wireless mic a must
Complete testing of computers for media presentation

Earlier deadline for submission of media presentation—the Monday before graduation with more information about what software is needed

Photography

Final photo a problem in that not everyone was in it

No hand shake photos but a ramp shot instead

We didn’t see the pictures from last year but no problem calls or emails about them

Photographers all reporting to Andrea a good change
*Improvements for Next Year

Have grads arrive 15 minutes earlier than normal for a group shot on stage before ceremony begins. It will have double advantage of getting people there on time
Flowers

Arrived on time and were lovely as ordered
Jan will write thank you note

Programs
Received a day later than expected

Had 75 – 80 extra

*Improvements for Next Year

Order 425 the next double cohort graduation

Be sure to get the order by the Monday of graduation and check on the spot every 25 or so to be sure there are no errors. That would leave time to re-run them if necessary.

Capacity
Crowded but not dangerously so

No long lines at restrooms

People not inclined to sit in bleachers

People did sit in Cedar Room

People arrived very early

*Improvements for Next Year

As noted earlier, possibly set up food and beverage tables in the hallway and use the Cedar Room for more chairs and even tables
Reserve a row for wheelchairs and strollers
Officially open doors at 9:15 being sure we are set-up by 8 am

Acknowledgements 
No time to discuss final script or changes with director

Faculty not introduced

Provost could use direction on his comments

Cell phone turn-off message not given

*Improvements for Next Year

Have meeting with committee and director in Week 10 to cover opening and closing remarks and practice pronouncing unfamiliar words

Request director arrive by time doors open

Give provost and keynote speaker prompts about content grads would be interested in hearing
Hooding

Hooding took more time due to more family members hooding grads and many grads shaking hands with all faculty members on stage.
One grad not on program and had to have chair labels arranged to accommodate

One grad arrived at very end of program and needed to be announced

Timing and pause of name calling worked to give each grad his moment of glory
Moving of podium and untangling mic cord caused an interruption 

*Improvements for Next Year

Weigh option of telling grads to leave stage promptly after hooding

Brief volunteers on moving podium or lectern even possibly off the stage—names read off stage
Ramp took up more room but probably needs to be included every year even if no grad in wheelchair. To make extra room possibly the 1st row of chairs could be used as photographers did not use that space.
Graduation website developed so that information grads need to know is easier to access than lost emails.
