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STAFF DUTIES FOR THE GRADUATION CEREMONIES, USHER HALL

30-31 OCTOBER 2019
USHERS FOR THE AUDITORIUM
Wednesday 30 October  – 2pm ceremony 
	12:00
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead, and collect ushers gown from Dressing Room 2

	12:00-12:30
	Lunch (Green Room)

	12:30-13:00
	Briefing meeting with Louise McElhone at the front of stage

	13:00-14:00
	Ushers go to auditorium to seat students and distribute Graduation Programmes

	14:00-15:45
	Throughout the ceremony, usher students to and from the stage 

	15:45 
	Hand in ushers gown to Dressing Room 2, tidy and clear the auditorium


Thursday 31 October – 11am & 3pm ceremonies
	08:15
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead, and collect ushers gown from Dressing Room 2

	08:30-09:00
	Briefing meeting with Louise McElhone at the front of stage

	09:00-09:45
	Work in front of house, assist with crowd control as directed by FoH Manager

	10:00-11:00
	Ushers go to auditorium to seat students and distribute Graduation Programmes

	11:00-12:45
	Throughout the a.m. ceremony, usher students to and from the stage 

	12:45-13:30
	Lunch (Green Room)

	13:30-14:00
	Briefing meeting with Louise McElhone at the front of stage

	14:00-15:00
	Ushers remain in auditorium to seat students

	15:00-16:45
	Throughout the p.m. ceremony, usher students to and from the stage

	16:45
	Hand in ushers gown to Dressing Room 2, tidy and clear the auditorium 


ACADEMIC ROBING ROOM

Wednesday 30 October – 2pm ceremony 
	12:00
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead

	12:00-12:30
	Lunch (Green Room)

	12:30-14:00
	Hand out academic dress to the academic staff and assist with gowning in Dressing Room 1

	15:45
	Collect all academic dress from the ceremony and place in containers. Tidy up the gowning room.


Thursday 31 October – 11am & 3pm ceremonies
	09:30
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead

	09:30-11:00
	Hand out academic dress to the academic staff and assist with gowning in Dressing Room 1 

	11:00–12:30
	Staff cover security of back-stage area and belongings in Dressing Room 1

	12.30-13.30
	Collect all academic dress from the ceremony and place in containers. Tidy up the gowning room. Cover for lunch break (Green Room).

	13:30-15:00
	Hand out academic dress for the p.m. ceremony and assist with gowning in Dressing Room 1

	15:00-16:00
	Staff cover security of back-stage area and belongings in Dressing Room 1

	16:45
	Collect all academic dress from the p.m. ceremony and place in containers for collection. Tidy up the gowning room. 


REGISTRATION DESK
Wednesday 30 October  – 2pm ceremony 
	11:00
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead

	11:00-11:30
	Lunch (Green Room)

	11:30-14:15
	Register students for the ceremony

	14:15-15:45
	Pack up all the materials used at the registration desk. Remove all signage. Clear and tidy the registration area and tidy the Green Room. Report to Ann & Theresa when these areas have been cleared.


Thursday 31 October – 11am & 3pm ceremonies
	08:00
	Arrive at the Usher Hall - please enter through the Stage Door to the left of the Usher Hall, next to the Traverse, in Cambridge Street, sign in with Anne Bankhead

	08:15
	Organise the Registration Area

	08:30-11:15
	Register students for the a.m. ceremony

	11:15-12:30
	Take half hour lunches in relays – See Ann Connolly & Theresa Thompson

	12:30-15:15
	Register students for the p.m. ceremony

	15:15-16:45
	Pack up all the materials used at the registration desk. Remove all signage. Clear and tidy the registration area and tidy the Green Room. Report to Ann & Theresa when these areas have been cleared


STAGE AREA
Student Administration Officer to set up the stage prior to each ceremony and to clear the stage at the end of each ceremony. 
VIP AREA
Leigh Dilks to organise the VIP area prior to each ceremony and to tidy at the end of each ceremony.  
DRESS
Graduation is a formal occasion and it would be appreciated if staff could dress appropriately (i.e. white shirt, black skirt/trousers). If you are involved in crowd control or ushering, please wear comfortable shoes (but not trainers!) as you are likely to be on your feet for most of the day. Please also bear in mind that it gets very hot in the theatre, particularly if you have to wear a formal University gown (i.e. for ushering).
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