Debriefing Notes from Hooding Ceremony 2013 in CRC
Set-up/Facilities
Set-up done a day ahead but the map provided wasn’t followed. 

Stage needed to be shortened
Only one set of stairs which was not ADA compliant
Carpeting provided instead of tarp but taping done poorly—unsightly wrinkles & tripping hazard 
Back bay was too warm with no ventilation & opening doors set off alarm that could only be turned off 
  by CRC staff

Refreshment tables set up early and had to be moved out of the way then back into position

Entry doors to main gym had to be taped open with tape that didn’t hold
80-90 extra chairs

Gym stark—needed decoration

Long distance to walk to graduation site both inside building and getting to building
Parking and dropping off of supplies and handicapped or elderly people not convenient

To make any changes needed both facilities and CRC building person Oks

Automatic door locks a problem—re-locked after finally getting unlocked

*Improvements for Next Year
Bring duct tape
Programs on chairs by inside doors as well as passed out by ushers
Extra usher needed
Ushers don’t need to arrive till 9 am, but staff needs to be on sight by 7 am
A person to patrol large area—keep eye on kids and other distractions
Contact Shannon Steward ahead of time about curtain to drape off utility area
Make signs pointing to Back Bay of gym
Stage should have 2nd set of steps to be ADA compliant

Grads could possibly decorate area (balloons? streamers? posters?)
three 12 foot tables instead of two—2  for food, and 1 for beverages, coffee, tea, water and lemonade

1 smaller table for check-in 
Food and Drink
After ceremony food a success
Spinach dip a success as long as there is a catering employee to watch sterno 

Serving tables need to be out of sight until people are checked in and seated

Short of room for lemonade-had to use check in table with MPA table cloth
*Improvements for Next Year

Order less coffee, tea and lemonade as long as water is available

Order fewer vegetable platters and more easy to grab sandwiches

Look for more gluten-free items
Three 12 foot tables—2 for food, and 1 for beverages, coffee, tea, water and lemonade
Ask for experienced caterer attendant to keep food and drink stocked and check sterno

Labels for food indicating gluten or dairy would be helpful
Sound and Other Media

One sound person early setting up and one arrived later
Easy set-up as no media presentation

Single wireless mic

Leon, media guy, helped move podium

Diana Krall CD helped set mood
*Improvements for Next Year

Wireless mic a must especially if podium has to be moved around
Check with Sharon Goodman about student workers having to move out of dorm day of hooding and   

  graduation

Photography

Campus photography used with good results
Picture links by Monday after graduation and MPA had campus presence

Supervisor actually supervising—good thing!

*Improvements for Next Year

Think about having 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
Think about a capstone photo
Flowers

Arrived on time and were lovely as ordered
Artistry in Flowers changed order day before delivery at our request—no podium arrangement

  so extra vase and arm bouquet instead 

*Improvements for Next Year
Think about having Jan purchase flowers at market or Top Foods or Trader Joes to save money and customize flowers to actual use

Check into use of PO for this change in flower use
Programs
Received a day earlier than requested but delivered to library
Had 100-150 extra (ordered 400)
Online proof available this year eliminating a trip to Tumwater Printing

*Improvements for Next Year

Order 300-350 for next the next single 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. (note—however, MES had theirs re-run just the day before hooding)
Capacity
Some crowding at registration table
Good bathrooms-no lines
Good sight lines—no pillars or obstructions
80-90 extra chairs (400 chairs were set up)
*Improvements for Next Year

As noted earlier, food and beverage tables in the hallway out of sight till people seated
CRC needs to be sure patrons know closure for day
Acknowledgements
Started on time and ended a bit early 

No introduction of faculty
Provost on time, President late but fit in
Some of key note speaker’s remarks not appropriate
*Improvements for Next Year

Have meeting with committee and director in Week 10 to cover opening and closing remarks and practice pronouncing unfamiliar words
Let Director know about his/her program responsibilities: Faculty needs to be introduced; Director should give keynote speaker prompts about appropriate content grads would be interested in hearing
Hooding

Hooding went faster than expected
Many grads used family members or friends to hood instead of faculty

One grad came late and skipped in fear of interrupting 

Little handshaking or hugging of faculty

*Improvements for Next Year

More education of meaning and tradition of hooding—the welcoming into fold—email perhaps
Possibly faculty seated on stage

Randee sending out approximate time schedule so people know hooding comes last
