I-104:  Preparatory Calendar for Graduation
April

· The Principal sets the date of graduation for the following school year, usually the 2nd Saturday in May, and reserves Vista Grande Community Center for the Thursday immediately prior to the ceremony for a rehearsal.

· The Principal designates a person to chair (hereafter “Chair”) the Graduation Committee (hereafter “Committee” in planning the following year’s graduation ceremony and post-ceremony reception or party.

May

· Following the current year’s graduation, the Principal, Academic Dean, the current year chair, and the following year’s designated chair review the graduation ceremony and post-ceremony activities. Subject to the Principal’s final approval, the Academic Dean and the following year’s designated chair decide whether or not to continue graduation activities in the same location and format (Kiva Auditorium, dinner/dance), and whether they should be combined with a Senior Honors Assembly.

June

· If other locations are to be considered, the Committee investigates locations and costs.

July    

· With the Principal’s prior approval, the Chair reserves the facilities for the graduation ceremony and post-ceremony activities.

· The Chair requests a commitment from SPSO for a specific amount of funding for the graduation ceremony and the post-ceremony activities.  

· The Chair provides information for the August newsletter on the Graduation Committee, and invites seniors and their parents, and junior parents, to attend the planning meetings. 

August:  

· The Academic Dean reviews senior transcripts to determine which seniors may not graduate, notifies those students and their parents of their status, and reminds them to submit summer school grades to the registrar.

· The Committee sets regular meeting dates.

· The Chair publishes notices of the meetings in the school newsletters.

· The Committee solicits senior input on keynote speakers, party/dance and other preferences for the graduation ceremony.

· The Committee creates a list of options for the keynote speaker, and obtains the Principal’s concurrence.

· The Committee seeks the keynote speaker’s confirmation of attendance.

· The Committee decides whether to have the ceremony videotaped, and copies made to sell.

· The Committee decides whether to sponsor a dance or party following the graduation ceremony, and investigates locations, costs, and funding.  

September 

· The Committee obtains information for purchasing caps, gowns, diplomas, and cords from the supplier.

· The Committee sends a letter to parents informing them of the date, location, time of graduation, and the costs involved.

· The Committee begins the process of determining a class motto, song, and flower.

· The Committee plans the dance or party details, and the funding.

October 

· The Committee finalizes the dance or party details.

· The Committee finalizes class motto, song, and flower.

· The Committee begins obtaining photos for the graduation PowerPoint slide show.

· If videotaping of the ceremony is decided, the Committee makes arrangements for a videographer.

November 

· The Committee reviews the dignitary list (those who get a special invitation and reserved seating) from the previous year, suggests additions and deletions, and presents it to the Principal for further review and adjustments. 

· The Committee orders special invitations for dignitaries.

· The Committee recommends to the Principal who will be on stage and who will give out the diplomas.

December


No Committee Meetings

January 

· The Committee holds auditions for student(s) to sing the National Anthem.

· The Committee identifies, interviews and books a DJ, or whatever entertainment is planned.

· The Committee distributes information on graduation details through emails and the newsletter.

· The Committee identifies and schedules an ROTC or Color guard for the ceremony, if planned as part of the ceremony.

February 

· The Committee sets the stage and seating details. 

· The Committee sends invitations to dignitaries.

· If time is allotted for a staff speaker, the seniors select a staff member to be the speaker. 

· The Academic Dean makes preliminary identification of the Valedictorian and Solitarian, who will be the student speakers.

March 

· The Committee plans how the students will walk in and out, and begins planning the chronology of the program.

· The Academic Dean reviews the seniors’ transcripts to determine who will or will not be graduating, and sends notice to the students and their parents of seniors not meeting graduation requirements.

· The Academic Dean identifies seniors to receive honors cords.

· The Committee plans the decorations for the Graduation Ceremony and the dance/party.

· The Committee plans the refreshments for the ceremony and the dance/party.

· The Committee reviews the sound system of the facility. 

· The Committee solicits volunteers to decorate, pass out programs, seat people, set up the dance room, usher, hand out nametags, etc.

· The Committee orders diplomas, honors cords and Valedictorian and Salutatorian medals.

April


· The Committee calls all service providers to confirm.

· The Committee publishes graduation information in the newsletter, and suggests that caps and gowns in good condition be donated to the school for use the following year.

· The Committee finalizes staff/parent volunteers and their duties

· The Committee completes the PowerPoint slide show.

· The Committee finalizes the music for ceremony

· The Committee requests the Development Director to prepare a Press Release.

May      

· The Committee conducts a mandatory rehearsal for graduation at Vista Grande Community Center. 

· The Committee finalizes and prints programs

· The Academic Dean completes a final grade check.

· The Development Director sends out a Press Release

· The Academic Dean prepares the final student lists with college, scholarship, and honors.
· The Committee conducts a rehearsal for gradation at Vista Grande Community Center Thursday before the Saturday graduation.
· During the graduation ceremony, the graduates receive a diploma cover only; the actual diploma must be picked up from the Academic Dean’s office during the week following graduation after senior check-out.
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