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Check List for Running the Grade 8 Graduation Reception 

 

Fundamentals 

Numbers. The reception is for all the graduating students, their families, the teachers, the 
administration, and the staff. There could be 300-400 people in attendance.  

Budget. Find out from School Council how much has been budgeted for the Grade 8 Grad Ceremony. 
The funds typically take care of the nut-free cake and some of the decorations. Typically there are 
between 80-100 graduating students; you will need to get a final count from Admin to know how many 
cupcakes (or cake) to buy.  

Organizing volunteers. We used Google Docs to organize parents. You can compose an email message 
for parents and ask the as the VP to send to all the grade 7 parents. In the message, ask them to add 
their name/email address to the Google Doc if they are willing to help with the reception – and they can 
sign up for the tasks.  

https://docs.google.com/spreadsheets/d/1DaBx_fCgipRSWocebJ2_nORVMIbFjoPC9BmJzosXyV8/edit?us
p=sharing 

We also used Google Docs to organize the food donations. This was sent to all grade 7 parents, people 
donated food even though they didn’t necessarily volunteer to help with the grad: 

https://docs.google.com/spreadsheets/d/18W5E49pDybpEjvOriK9wsDflTukPau79GQJxm3VV49M/edit 
 

Working with Teachers.  

Find out which teachers are planning the graduation ceremony and arrange a meeting with them to 
determine what items you may need to collaborate on. The parents usually take care of everything that 
happens outside the gym and the teachers take care of everything that happens inside the gym.  

 

Materials 

1. Flowers / Balloons 

¶ Flowers have been ordered for some years, not for others. Decide as a team how you 
would like to decorate the tables, but perhaps ask administration if they would like 
flowers to decorate the stage – in years past two large bouquets were placed beside the 
podium. In 2018, a parent brought in the planters that she has for the front of her 
house. This saved us the expense of having to buy flowers for the stage. 

¶ Two helium balloon bunches (bouquets of five balloons in yellow and purple) can be 
used to decorate the food table in the atrium – we placed them on the table in the 
middle of the atrium (not along a wall). We ordered these and picked them up from 
https://www.fiestaottawa.com/ 

2. Table cloths 

¶ You will need to purchase yellow and purple disposable plastic table clothes for the food 
and drinks tables (we found some at the dollar store that looked quite nice). There are 
often some left over table cloths with the decorations so check out what is already there 
before buying new table cloths. You can rent white table cloths for the dessert table, 
however, it is quite expensive so you might want to stick to the plastic ones. 

https://docs.google.com/spreadsheets/d/1DaBx_fCgipRSWocebJ2_nORVMIbFjoPC9BmJzosXyV8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1DaBx_fCgipRSWocebJ2_nORVMIbFjoPC9BmJzosXyV8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/18W5E49pDybpEjvOriK9wsDflTukPau79GQJxm3VV49M/edit
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3. Art work for the bulletin boards 

¶ Traditionally, the atrium bulletin boards have been decorated by the younger grades; art 
work done specifically for the Grade 8's to say good bye.  

¶ Ask the teachers organizing the ceremony whether you have to ask the teachers to plan 
this, or if they are going arrange this. 

 

4. Slide Show : 

¶ We created a detailed information guide for using DropEvent to create and run the 
slideshow of photos for students and their families. Here is the link: 
https://docs.google.com/document/d/1FUXVIVCUN-
fhUmsqgyEA21wMD63B4d_vl53LRbVIsvE/edit?usp=sharing 

¶ This year we asked grade 8 parents to upload photos to an account on 
www.dropevent.com. There is a fee ($20) per month. We had one parent dedicated to 
this task. Or you can simply have parents email photos and put them on a stick. 

¶ We set up the slide show over where the Lost and Found bin is kept. You will need to 
ask the custodian staff (Chris) to set up a projector screen and the media cart (which has 
a projector and a computer on it) for this. Please give him about a month’s notice since  
he might have to order the screen from the Board; 

¶ We used black Bristol Board to block out the sun from the small window near the screen 
– check the decoration bins to ensure it is still there to use again; 

¶ Here is the message we asked Admin to email to grade 8 parents:  

Dear Grade 8 Parents, 

As part of the grade 8 graduation celebration this year, the grade 7 parents would like to 

organize a slide show (to play during the graduation reception following the ceremony) 

that includes a picture or two of the children from the graduating class. We thought it 

would be fun if parents could send a photo taken during their grad's first years at 

Hopewell, and also perhaps a more recent photo. The pictures will only be used for the 

graduation event and will be deleted after the event. The pictures may include other 

students who are also graduating this year. Also if you have pictures from Hopewell 

events which grade 8 students participated in please feel welcome to share those too. In 

order to facilitate photo sharing we’ve created a link where you can upload the pictures. 

Please see below for instructions. 

 

1. Once you identify a picture or two please add the child’s name to the filename before 

you upload the picture in the following format: (LASTNAME_FIRSTNAME_1 & 

LASTNAME_FIRSTNAME_2 etc.) 

 

2. Once you have saved the picture with your child’s name there are two options to share 

your pictures: 

o Option 1: Here is the link to the Drop Event site for the 2018 Hopewell 

Graduation (once you click on the link there are easy to follow 
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instructions):  https://dropevent.com/… (this link will change based on 

the new account that will need to be set up); 

o Option 2: Email the pictures to “hopewellgrad20XX@dropevent.com” 

If you have any questions please contact (NAME OF PARENT, EMAIL ADDRESS). 

 

5. Photo Booth. There are fun props (over-sized sunglasses, fake mustaches etc) to use for a 
“Photo Booth”, they are stored with the decorations in the Council room. There is also a plastic 
purple back-drop that can be taped to the wall. We set this up directly across from the Slide 
Show Presentation. You will need a small table for the props. 

 

All the other items 

 

6. Set up in the Atrium 

¶ We placed 6 tables out for food (three against the windows and three against the wall 
with the picture of the tree). 

¶ Two more tables are placed in front of the friendship tree for the sweets/baked goods 
**this will make more sense when you see the pictures.  

¶ Two more tables are placed down the hall for drinks 

¶ We carefully removed all items from the bulletin boards and placed in the parent 
council room. 

¶ And just like you would for a party, we tidy up the entire area (make sure there are no 
lost and found clothing items on the floor, etc). 

 

7. Decorations (pictures from previous years below) 

¶ You will be decorating the atrium, the front entrance of the gym, and the hallway beside 
the office (where the other gym doors are located). All decorations are in the school 
colours. 

¶ Bess Fraser made a nice "Congratulations Graduates" sign (has two Pegasus on it) that 
we put between the bulletin boards across the hall from the office (rounded wall). This 
should be in the parent council room with the rest of the decorations. 

¶ We saved all the decorations we could from last year. They are located in boxes in the 
parent council room on top of the cupboards in the far corner. Feel free to come up 
with a new vision – for the past few years, hundreds of yellow stars on ribbons from the 
ceiling all around the atrium, hung yellow and purple balloons from the branches of the 
friendships tree, wrapped all the posts in yellow and purple streamers, covered the 
tables clothes with purple tulle, and created a Photo Booth area to the right of the main 
gym doors. We put the “Hopewell Grads 2018” sign on the first bulletin board as you 
walk in. You will need to make one new number each year - you will just need white 
bristol board and yellow construction paper. 

¶ You may need to buy tape, tacks, and bring scissors, but first look at what is left over in 
from last year before you purchase anything. 

https://dropevent.com/hopewellgrad2018
mailto:hopewellgrad2018@dropevent.com
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8. Help from the custodians  

¶ Touch base with the custodian staff a week or so before the event.  

¶ You will need them to leave you with 10 tables for food and drinks.  

¶ You will also need them to provide you with ladders to help put up the decorations.  

¶ Garbage cans need to be accessible for the reception.  

¶ Ensure they have the screen for the slide show, and double check that the media cart 
will be made available.  

 

9. Food 

¶ All food is donated by parents (see Google Doc link on page 1). We have needed 30-35 
people to donate in the past and could have used more. We asked for only finger food 
items (to make it easier and reduce waste) like: cheese and crackers, fruit plates, 
veggies trays, sweets, dips, baked goods and anything else creative that people could 
think of. All items have to be nut free. Please ask that people bring their food on a nice 
platter (labeled with their name on the bottom). We left all the trays in the parent 
council room after the reception for people to pick up.  

¶ You will need a lot of yellow and purple napkins and some paper plates. Check 
decoration supply for left over napkins. 

 

10. Drinks 

¶ To avoid congestion, we set up two drink tables in the hall (across from the gym doors in 
front of the bullion boards). We had two coolers with ice to keep juice cold.  

¶ Coffee is served (you will need to arrange coffee donations. Starbucks has usually done 
this in the past. If you ask, they will also provide you with cups, napkins, cream and 
sugar. You might have to buy extra cream. You will only need one of their large green 
coffee containers (two was far too much) – the green coffee container keeps it hot for 
the whole morning. 

¶ You could also serve lemonade, ice tea etc. We have always had several parents donate 
nice drink dispensers. You will also need cups. 

 

11. Graduation Cupcakes or Cake: 

¶ To keep with the finger food theme to avoid buying plastic forks and plates, we bought 
cupcakes from The Cake Shop (1200 Wellington St West, 613-721-9062). They are a nut 
free bakery and cheaper than Strawberry Blond Bakery.  

¶ If you decide to order a slab cake, it will need to be for 100 people. The cake usually has 

white icing and is decorated with the school colours. On the cake, you can have the 

store screen the school logo on it as well as write "congratulations class of 201X" or just 

the words if they cannot screen the logo on. 

¶ *** Cupcakes are for graduating students only. Discuss when to serve the cupcakes with 

the teacher who is organizing the grad. If the grads are having a lunch, you might want 



Grad 8 Graduation Ceremony Check List  Page 5 of 8 

to serve cupcakes after the lunch or dance, but if it’s a dinner off-site, you might want to 

give the cupcakes after the reception. If they are served during the reception, we have 

had volunteers man this table and cut the cake/hand out cupcakes to the grads 

only****** 

¶ The cake has to be from a designated nut free bakery. 

¶ This is a busy time of year for weddings etc so the cake needs to ordered well in 
advance. 

 

12. Parent volunteers 

¶ Ideally, a few parents should lead the planning, but you will need many more to help 
with other items. 

¶ A team of parents needs to be recruited to decorate the atrium the night before the 
graduation. 

¶ We have needed 30-35 parents to donate food. We asked people to drop off their 
contributions to the “milk room” the morning of the event (or the night before). 

¶ Several parents are needed to run the reception and clean up after. Someone should be 
present from 8:00am on to collect the food donations from parents dropping them off 
before school. Ask a custodian to open the serving window in the “milk room” (across 
from office) – food donations can be brought there.  After 9am, during the ceremony, 
parents can then put the food out on the tables for the reception. 

¶ There are some extra white platters in the council room (with the decorations) for food 
that is donated without a tray.    

¶ Parents need to pick up the coffee donation as well as return the coffee containers after 
the reception. 

¶ A parent will need to pick up the cake. 

 

13. Student volunteers 

¶ In years past, we have recruited grade 7 students to help the day of the grad. The jobs 
they performed included: holding the doors to the gym open and handing out programs 
to families, working the cake table to cut and hand out cake and make sure other people 
don't take the cake, picking up garbage etc during the reception, and helping set out the 
food etc. 

 

14. Rough time lines: 

¶ We have usually set up between 5-8pm the night before the graduation. 

¶ The graduation usually starts at 10am. Have volunteers arrive well before this so they 
can make sure everything is set up and that the food gets put out. 

¶ Volunteers need to stay until everything is cleaned up (probably until 12pm) 
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