Eagle River Christian Homeschool Association

Graduation Planning Worksheet

http://ercha.com/graduation.php
The following elements of graduation are largely points of consideration or suggestions to help in the planning of your ceremony.  There are notes and some decorating items from past ceremonies available through the Chairman. Board Advisors, whose children have participated in past ceremonies, are also available for consultation.

Graduation coordinator

Voted on by the Parent Team at the first meeting in December.

Secretary


Take minutes of each graduation meeting, and submit for correction/approval to the Parent Team and ERCHA Chairman. 

Compile a list of graduates with contact info and parent names and provide to each graduate family.

Treasurer

Collect each family's $50 deposit toward group expenses of program printing, decorating, thank you gifts, tassels and other agreed upon expenses.


Maintain a record of money received and reimbursements given. 


Develop a budget with parents. Individual families are responsible for their student's cap and gown, announcements and diploma. 

Calendar

List target dates for tasks, meetings, and rehearsals.

Graduation date

Set this at the first meeting (sometime in May is most common). 

Have personal calendars available for planning. 


Bring a list of area graduations and events with which you would like to avoid conflicting (UAA, Chugiak, Eagle River, IDEA, etc).


Consider travel arrangements for family.
Graduation time


Determine your preference - afternoon vs. evening.

Consider the type of reception and set up/clean up times for the ceremony and reception.


Work schedules should be considered.


Graduates often get together for additional celebrating after the reception.

Graduation location


ERG has been the location in the past. If considering another location, determine cost, conditions of use, availability, and reception area.
Reception location (and time if not at the same place as graduation)

Rehearsal date & time


Usually held the evening before and decorating is started before and/or after the rehearsal.

Location Reservation(s)


Decide who will reserve the ceremony, rehearsal, and reception location(s). If using ERG, be sure to coordinate the details with the church’s secretary.

Speakers


Determine how many speakers you would like and the allotted time they each have.


Invited - take suggestions with support as to why they should be invited. Discuss and vote. This has been someone personally important to the students (a pastor or friend) or an elected official who is homeschool-friendly. Confirm your choice with the ERCHA board before extending any invitations.


Students

Invocation


Benediction


Charge to Students


Parent

Class colors

Consider availability of tassels and decorating items in your colors. 


Having ribbons in the colors you choose helps in choosing decorations.
Class verse

Class hymn/song

Graduation attire
Caps & gowns – Graduates are to purchase their own or borrow from a previous graduate. Decide if colored stoles or cords are going to be used. If items are needed, a group order might provide a discounted price.

Tassels - determine who will order for the group if the same color is desired for all the graduates.

Announcements of the graduation


Decide if you would like group or individual announcements.


Decide on community announcements and who will send them (i.e. ERCHA & APHEA newsletters, Alaska Star, ADN, churches, etc).

Printed program


Determine graduation ceremony order of events. 


Format - color, photographs, if you would like comments for each student.


Layout.

Paper – type and color.

Printing to be done by individual or company (ask for a non-profit organization donation or discount).


Include ERCHA statement:

Eagle River Christian Homeschool Association (ERCHA) is a local homeschool support group offering encouragement, advice and fellowship for families who have made the decision to educate their children at home. 

ERCHA's purpose in sponsoring this graduation ceremony is to honor the graduates and their parents as well as to inspire and encourage homeschool families and friends by providing a meaningful opportunity for parents to present diplomas to their graduates. This event is not an endorsement of any one educational program or a validation of individual success in the completion of any courses of study.

Music


Determine who will play piano/other instruments.


Processional.


During graduation.

Hymns/song - will you need to print or display words? (Any printed or displayed words will need a CCLI number; contact ERG office for this information.)


Special music by graduate(s) or choir/other.


Recessional.

Decorations


Determine style and type of decorations.


Banner - if desired, update existing one or create a new one. 

Latex/mylar balloons? Consider any latex allergies.


Eagle River Grace requests no holes be put in any sanctuary wall when decorating.

Slide Show


Determine number of pictures (4-5 sec./slide) for a 15-minute (or less) slide show.


Determine who will produce it.


Determine pictures, music format needed and due date.


Parent Team review of music (with printed lyrics).

Photography/Videography


Ceremony - determine what pictures you would like (group photo, individual graduates at what part of the ceremony, CD with all graduate pictures).


Reception - pictures of cakes, graduate tables, decorations.

Video - determine if you want a recording, how much it will cost and who will do it.

Sound/lighting technicians

For ceremonies at ERG, contact the Technician Supervisor.

Ushers


Often younger siblings or older children help.


Consider how you want to pass out the programs.
Reception

Coordinator - a parent who is not involved in this graduation is recommended. 


Type of reception desired.


Food - purchase or provided by families.


Graduate displays/tables  – used to display photos, note papers to sign, basket for cards, memory book, special snack, personal slide show, flowers, awards, etc.

Decorations.


Helpers for the reception.

Thank you gifts/cards


For speakers (elected officials must not receive monetary compensation).


Musician(s).


Technician.


Other non-graduate participants.

Rehearsal


Coordinator – a parent who is not involved in this graduation is recommended (will need a detailed written order of ceremony).


Date and time - coordinate with host's calendar.

Set up & decorating crews

Determine timeframe.
Cleanup crews

Ceremony.


Reception.
Graduation Notes
Please compile notes about your experience (good and bad) that would be helpful and useful for future Parent Teams. Add them to the graduation folder when it is returned to the Chairman.

