
Ceremony Instructions to Graduates (May ceremony) 
 

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

 
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 outside wall to the center aisle on each side of the room.  There will be a double 
line processional, and if you stay in line you will end up in the correct order. 

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

Some people have more than one card: 
• The first person in each college has a blank yellow card. 
• The first person in each major should have a green card with text. 

 
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, green, and white.  If you have a green card, you will hand it to the announcer 
first, then your white name card.  Please check the seat next to you.  If the seat is empty and there is a green 
card on it, the next person in line alphabetically will need to take it so the major will be announced and the 
chairperson for that major will get into place on stage. 

The processional will start at approximately 11:15.  The student marshals will lead a double processional line, 
starting with the first person nearest the wall in the front row on each side of the room, moving one row at a 
time, always starting from the outside of the row.  It’s very important that you STAY IN LINE so you’ll end up in 
the correct order to receive your diploma.  MAKE SURE YOU HAVE YOUR CARD WHEN YOU LEAVE THE ROOM! 

Once you get to the back of the gym, STAY ON YOUR OWN SIDE OF THE TAPE, proceed out the double doors, 
through the double doors leading to the Main Gym, and down the 2 flights of stairs.  You’ll go through another 
set of double doors (left line through left door, right line through right door) and follow the marshals to the 
center aisle of the white chairs.  The marshals will lead you up the aisle and stop at the end of the first row of 
graduate seating (the first two rows are for faculty and staff). 

From there they will count you into the rows on the appropriate side of the gym.  Please follow their 
instructions, as it is important to get the right amount of people per row (15 for most).  Move all the way 
through the row to your own seat and stand directly in front of it so the line can fill properly.  The seats are 
close together due to space issues, so it will seem crowded, especially with your large flowing gowns.  You will 



not leave empty seats for people who did not show up, so some of you may not end up in exactly the same 
spot as in the robing room. 

Remain standing while the faculty, staff, and platform party process in.  Some of them will be seated in the 
white chairs in front of you, and the rest will go to 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 move 
your tassel after conferring your degrees.  Right now the undergrads’ tassels should be on the right side, and 
the masters’ 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’ degrees are conferred and the grads go to the stage. MAKE SURE YOU TAKE YOUR 
CARD! 

Master’s candidates: 
Diploma presentation is a little different for master’s graduates than for undergraduates, plus they will be 
hooded by their major professor. 

Associate’s and bachelor’s candidates: 
Each undergraduate dean will present its candidates to the Chancellor for degree conferring.  DON’T STAND 
UNTIL YOUR COLLEGE IS CALLED.  As rows are released, each person with a yellow card (the first person in a 
college) should pay attention as the time for your row nears.  PLEASE HOLD YOUR YELLOW CARD UP IN THE 
AIR WHEN THE MARSHAL GETS TO YOUR ROW.  This is so the marshal knows to stop the line at the last 
student before you.  After that person receives his/her diploma, the next dean will make some remarks about 
his/her college, and your college will then be asked to stand. 

The photographer will snap a picture of you before you enter the stairs on the right side of the stage.  At this 
point, the people with the yellow cards should hand them to the marshal who will be monitoring the ramp.  
When you each get on stage, you’ll hand your 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 a backdrop.  You’ll then go down the stairs on that 
side of the stage, walk toward the back of the gym, turn left and go up the same aisle as when you entered the 
gym and return to your seat the same way. 

Due to space issues, there won’t be seating breaks between colleges, so some of you will be in a row with 
grads from other colleges.  At the right time, the marshals will ask you to shift down temporarily so no one will 
need to step over other grads to get out of the row when you go to receive your diploma.  If you follow their 
instructions, everyone will receive their diploma at the right time and end up in the right spot once everyone 
in the row has gone up. 

After all the diplomas have been presented, the Chancellor will give a few remarks, the band will play the 
school song, the platform party and faculty/staff will exit, and then the Class Speaker will give a farewell.  The 
marshals will then release you one row at a time AFTER THE FAREWELL from both sections, this time starting 
at the back. 

Grads on the left side of the gym (as facing the stage) will exit out the same doors you came in, while the grads 
on the right side of the room (as facing stage) will exit out the doors on their end of the gym.  You’ll go up the 
same stairs as before, and back to the robing room (Dick Bennett Gym). 



The Alumni Association will greet you on your way out, and you may then join your family and friends in the 
lobby or get some photos in front of the backdrop in the robing room (backdrop will be up for 30 minutes 
after the ceremony). 

We will leave the decorations on the stage for 30 minutes following the ceremony for those who may want to 
take photos in the Main Gym (but NOT ON the stage). 

Are there any questions? 

Congratulations, and enjoy your special day! 
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