
Ceremony Instructions to Graduates (Studio One Robing Room) 

Congratulations on reaching this important milestone in your lives!  You have many 
family members and friends waiting to share this special day with you, so we have some 
instructions to guide you through the next 1 ½ hours or so. 

Most important points: 
1) Don’t lose your announcement card 
2) Stay in line 

Some grads are seated in Fort Howard Hall – they will follow you in the graduate 
processional. 

Everyone is seated in exactly the order that you will be announced to receive your 
diploma, so it’s very important that you STAY IN LINE.  Arrangement is alphabetical by 
college, then by major, then alphabetical within the major, from the center aisle to the 
wall on each side of the room.  The side of the room on your right as you are seated (my 
left) will leave first, then the left side (my right).  More on that in a minute. 

Everyone has a white card taped to the back of the chair.  This is the card you will hand 
the announcer before you receive your diploma.  PLEASE DON’T LOSE THIS CARD! 

Some people have more than one card: 
• The first person in Graduate Studies and the first person in the College of Arts, 

Humanities, and Social Sciences each have a yellow card. 
• The first person with a bachelor’s degree has a blue card. 
• The first person in each major should have a green card. 

 
The yellow card is an important cue to the marshals because the degrees will be 
conferred and presented separately per college.  I’ll tell you what to do with that card in a 
minute. 

The order of the cards is yellow, blue, green, and white.  If you have a blue and/or green 
card, you will hand these to the announcer first (blue then green), then your white name 
card.  Please check the seat next to you.  If the seat is empty and there is a colored card 
on it, the next person in line alphabetically will need to take it or them so the major will 
be announced and the chair person for that major will get into place on stage. 

The processional will start at approximately 11:15. We will start with this side of room 
(my left, your right).   The whole side will move out in a single file, one row at a time (stay 
in line), then the other side of the room will start.  Again, the order is from the center 
aisle to the wall (stay in line).  The master’s candidates will be led by a student marshal, 
the Director of Graduate Studies, and 3 seating marshals. 



Next will be a marshal, Dean Rybak, and the bachelor’s degree candidates from the 
College of Arts, Humanities, and Social Sciences.  After that, bachelor’s degree candidates 
for each college (currently in the other robing room) will be led by a student marshal and 
the appropriate dean.  The colleges are arranged in order of establishment.  If the first 
person follows the dean and everyone else follows the person in front of them, it will all 
work out.  Trust us. 

Once you get to Cofrin Hall, the Graduate Studies marshal will go to the front of the 
auditorium with the banner and the dean will go to the stage.  The first seating marshal 
will lead the first row of students through to the end of the first row and stop.  The 
second and third marshals will count graduates into the rows.  Please trust them as it is 
important to get the right amount of people per row.  Move all the way through the row 
to your own seat and stand directly in front of it so the marshals can see that it’s filled 
properly.  You may not be seated in the same row as the person you are next to now 
because the number of chairs per row is different in there than in this room.  Also, there 
will be no-shows in this room and we don’t leave empty seats in the auditorium. 

The 4 colleges will each be led by a student marshal and the deans.  DON’T FOLLOW 
YOUR DEAN WHEN HE BREAKS OUT OF LINE – LOOK TO YOUR SEATING MARSHALS FOR 
DIRECTION. 

Remain standing while the faculty, staff, and platform party process onto the stage.  
There will be several introductions at the start of the ceremony, along with some brief 
speeches.  The Chancellor will direct you when to sit, stand, and to move your tassel from 
the right to the left after conferring your degrees.  Master’s students’ tassels will be on 
the left for the duration of the ceremony. 

The marshals will release you one row at a time per college to go to the stage to receive 
your diplomas.  Undergraduates should stay seated when the master’s students are 
asked to stand for degree conferral, and again when the marshal releases them to receive 
their diplomas.  The master’s students should do the same when the undergrads are 
conferred and go to the stage. 

Master’s candidates: 
The photographer will snap a picture of you before you enter the ramp to the stage.  
You’ll hand your card(s) to the announcer when you reach him, and will then be met by 
the Director of Graduate Studies and your major professor.  Hand your hood to the 
Director, turn to face the audience, and the Director and professor will hood you.  You’ll 
then walk to the Chancellor, receive your diploma from him and shake his hand, and 
proceed to the end of the stage where the photographer will take your photo in front of 
the flags. You’ll then go down the ramp, walk toward the entrance “break” in the room, 
turn and go up the same aisle as when you entered the auditorium and return to your 
seat the same way. 



Bachelor’s candidates: 
Each undergraduate dean will present its candidates to the Chancellor for degree 
conferring.  DON’T STAND UNTIL YOUR COLLEGE IS CALLED.  When it’s time for you to be 
released to go to the stage, the person with the yellow card (the first person in CAHSS) 
should PLEASE HOLD THE YELLOW CARD UP FOR THE MARSHAL TO SEE.  This is so he/she 
knows where the line will begin.  Please hand the yellow card to the marshal who will be 
standing at the stage ramp. 

The photographer will snap a picture of you before you enter the ramp to the stage.  
You’ll hand your name card(s) to the announcer and walk towards the Chancellor.  
Chancellor Miller will present your diploma and shake your hand, and a professional 
photographer will snap a photo.  You’ll then shake hands with your dean and your major 
chair, and proceed to the end of the stage where the photographer will take your photo 
in front of the flags.  You’ll then go down the ramp, walk toward the entrance “break” in 
the room, turn and go up the same aisle as when you entered the auditorium and return 
to your seat the same way. 

Due to space issues, there won’t be seating breaks between colleges, so we may need to 
shift those of you in a row with mixed colleges when the other grads go to receive their 
diplomas.  Just watch the marshals for directions and we’ll keep you all in order. 

After all the diplomas have been presented, the Chancellor will give a few remarks, the 
band will play the school song, the platform party will exit, and then the Class Speaker 
will give a farewell.  At this point, please turn to face the audience.  The marshals will 
release you one row at a time – starting at the back of the room – through alternate exit 
doors, so follow their lead.  Watch which direction the row in front of you exits because 
you’ll exit the opposite direction.  The Alumni Association will greet you on your way out, 
and you may then join your family and friends in the lobby. 

We will leave the decorations on the stage for 30 minutes following the ceremony for 
those who may want to take photos in the auditorium (NOT on stage).  There are also 
UWGB backdrops in the Grand Foyer where you may want to take photos. 
 

Congratulations, and enjoy your special day! 


