
 

Wayland Baptist University – Rio Grande Valley 

COMMENCEMENT EXERCISE INSTRUCTIONS  

December 2, 2017 

 

GENERAL INFORMATION 

COMMENCEMENT LOCATION  

The commencement exercise will be held at Valley Baptist Missions Education Center, on 

Saturday, December 2, 2017, at 10:00 a.m.  The address for Valley Baptist Missions Education 

Center is 3700 E. Harrison Ave. #100, Harlingen, TX 78550.   

 

PARKING 

Ample parking is available in parking areas.  

 

ENTRANCES 

Guests and Graduates are encouraged to use the main entrance of the building.   

 

INCLEMENT WEATHER  
There will be no changes to the ceremony due to inclement weather, since the entire ceremony is 

conducted indoors.  

 

NURSERY FACILITIES  
Nursery facilities will not be provided during the ceremony.  There are many guests in 

attendance and many hazards at such an event for a small child.  Please ask your guests to not 

leave a child unattended, to refrain from allowing a child to run in the aisles, and to remove a 

child from the auditorium who is crying. Strollers are not permitted in the auditorium.  

 

SEATING 
Guests will not require a ticket for entry, and will be allowed entry on a ‘first-come, first- served’ 

basis.  Doors will open to guests at 9:00 a.m., but they may not enter the center prior to 9:00 a.m. 

 

There will be designated seating with a reserved sign, or if you cannot find them you can ask for 

assistance from WBU staff. 

 

The first two rows will be reserved for the graduates.  The front rows in the section to the right 

and left of the stage are also reserved.  

 

  



REGALIA 
CAP AND GOWN 

You may pick up your regalia by coordinating with Dr. McCutchcheon and Leti. You may 

contact Dr. McCutchcheon by email at mccutcheonr@wbu.edu or by phone at (956) 371-9545.  

You may contact Leti by email at leti.rangel@wbu.edu or by phone, (956) 371-9545.   

 

Please, remove your gown from the package and iron or hang to remove the wrinkles.  Ensure 

the cap and gown fit properly and are not damaged.  Replacement regalia is available, if needed.  

Note that Master’s gowns are fashioned with an oblong sleeve that is not considered a defect. 

 

Graduates may not append any item to the graduation gown or cap, to include tape or other 

various markings.  No additional ribbons, hoods, cords, sashes, or religious symbols or attire 

may be added to the regalia or worn during the ceremony. Graduates may not carry purses, 

gifts, balloons, flowers, etc. during the ceremony.  Please arrange for the securing of your 

personal belongings before entering the auditorium or assembly area.  

 

PROPER DRESS UNDER THE GOWN  
Graduation candidates are required to present themselves in a professional manner. Men should 

wear a white shirt and tie with dress pants and shoes. Women should dress in a corresponding 

manner. The wearing of jeans, tennis shoes, shorts, and other inappropriate attire may result in 

your removal from the graduation exercise.  

 

WEARING THE TASSEL 

Master’s candidates wear the tassel on the left-hand side.  Bachelor’s and associate’s candidates 

wear the tassel on the right-hand side.  During the ceremony, bachelor’s candidates will be asked 

to stand and ceremoniously move the tassel from the right to the left, signifying their 

achievement.  If the tassel does not hang freely or falls to the back, the cap should be adjusted so 

that the top is level. 

 

REMOVAL OF CAPS  
It is appropriate for men to remove their caps during the invocation, scripture reading, and 

benediction. They should remain on the rest of the time.  

 

WEARING THE HOOD 

Only master’s candidates receive a hood to be worn over their gown.  Graduates should wear the 

hood for the group picture and then remove it for the processional.  Members of the faculty will 

ceremoniously hood each candidate as they cross the stage. 

 

To put on the hood: Place the small part of the hood around your neck so that it drapes down 

your back with the velvet trim at the top.  Request assistance to turn out the blue and gold accent 

trim in the back. 

 

To hold the hood during the processional and degree conferral:  Drape the hood over your left 

arm with the small end out and the colored velvet trim facing your elbow. 
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As you cross the stage:  Once your name is announced, step forward to the faculty members who 

will hood you.  Extend your left arm to the person on your left and allow them to take the hood.  

If you are tall, stoop slightly by bending your knees as the faculty members place the hood over 

your head.  Wait for the hood to be adjusted and then proceed forward to receive your diploma 

cover. 

 

HONOR/VETERAN’S RECOGNITION CORDS 

Bachelor’s candidates graduating with honors will be issued a gold honor cord either with their 

cap and gown package or during the line-up prior to the ceremony.  To wear the cord, drape it 

around your neck over your gown with the knot in back and the tassels hanging freely in front. 

 

Members of the Wayland Baptist University- San Antonio chapter of Sigma Theta Tau are 

permitted to wear orchid cords in the same manner as the honor cords.   

 

Veteran Recognition Cords will be issued with cap and gown packages, upon providing 

appropriate documentation. Graduates must present a military ID card or DD FM 214, prior to 

Friday, November 1, 2017, so the cords may be included with the cap and gown package.  

 

No additional ribbons, hoods, cords, sashes, religious symbols, or attire may be added to the 

regalia or worn during the ceremony.  Decorating the hat is not permitted. 

 

THE CEREMONY 
DIPLOMAS  
You will receive only a diploma cover as you cross the stage. Winter graduates should receive 

their diploma packages prior to the ceremony. Spring graduate diploma packages are made 

available Mid- July.     

 

MULTIPLE DEGREES  
Only one diploma cover will be issued during the ceremony even for graduates receiving 

multiple degrees; however, multiple degrees will be announced.  

 

TAKING THE DIPLOMA COVER  
When accepting the diploma cover from the presenter, you should reach for the cover with your 

left hand and shake hands with your right hand. This is done with the left hand over the right. 

The official photographer will be situated to have a full view of you and the presenter.  

Remember to turn your face slightly towards the camera when accepting the diploma cover to 

ensure a full view photo is taken.  

 

 

LENGTH OF CEREMONY 

The ceremony should last around forty-five minutes to an hour. 

 

 

 

PHOTOGRAPY AND VIDEOGRAPHY 
 



 PHOTOGRAPHS  
A photographer will also take a picture of each person as he or she receives the diploma cover on 

stage.  

 

ORDERING OF PHOTOS  
To be announced at a later date. 

 

VIDEO CAMERAS AND PHOTOGRAPHY  
While we encourage your guests to take pictures, we ask that they please show respect for others 

by not blocking the view of the ceremony. Guests will not be permitted either on the stage or 

directly in front of the stage to take photos, or to enter the seating area for graduates.  Fire 

codes prohibit guests from standing or sitting in an aisle.  No tripod-mounted cameras are 

permitted.  

 

 

AGENDA  

COMMENCEMENT EXERCISE  

December 2, 2017 

Valley Baptist Missions Education Center 

 
 9:00a.m. Graduates arrive and proceed to the Learning Center, dressed in cap and gown. NOTE: 

Make prior arrangements for security of your personal items (purses), The announcer will assign you 

your place in the processional march and give you a card with your name. Please hold on to your 

card as you must return it to the announcer as you approach the start point before going forward for 

your diploma cover during the ceremony. This will prevent the announcer from mistakenly calling 

the wrong name as you receive your diploma cover.  
 9:45 a.m. Movement to the processional start point. 
 10:00 a.m. Begin Processional March Promptly.  Guests will be asked to stand as the candidates for 

graduation enter the auditorium. 

Follow your assigned Marshal for the processional as you enter the auditorium.  

As a group, you will follow the last member of the staff and faculty during the processional 

march.  Follow your assigned Marshal to your seat, being careful to stay in order. REMAIN 

STANDING AND FACE THE FRONT.  

Graduates will enter the auditorium through the front entrance.  The number of graduates per row 

will vary. 

After all candidates are positioned, the announcer will ask all guests to stand for the invocation 

and to remain standing for the reading of the scriptures. After the reading of the scriptures, the 

announcer will ask everyone to be seated.  



The Executive Director and Dean of the San Antonio Campus will welcome everyone and 

provide special recognition of guests followed by a program of special music.  

The guest speaker will be introduced and will deliver the commencement address.  

Candidates will be asked to stand and will be presented as candidates for graduation. This will be 

followed by the bestowal of degrees. Candidates will then take their seats.  

PRESENTATION OF DIPLOMA COVERS:  
The Chief Marshal will stand, and the designated rows will stand and follow him to the start 

point. As you approach the start point in turn, give your name card to the announcer. As your 

name is read, walk forward to the presenters and receive your diploma cover.  After receiving 

your diploma cover, exit the stage and proceed to your seat.  BE SEATED.   

As the first group returns to their seats, the Marshal will direct the next group to stand, face to 

the right, and proceed to the start point lining up behind the persons in front of them. In turn, 

each succeeding group will be directed to proceed to the start point.  

When everyone has crossed the stage, all persons receiving the bachelor’s (“baccalaureate”) 

degree will be directed to stand. You will be directed to ceremoniously move your tassel to the 

left side of your cap. REMAIN STANDING. (If you are receiving a master's degree you have 

already graduated with an undergraduate degree; therefore your tassel is already worn on the left 

side.) 

The announcer will ask everyone to stand for the benediction.  

Following the benediction, the Marshals will lead the Stage Party as they depart the stage for the 

recessional march. Following them, the graduates will again follow his or her Group Marshal and 

exit the auditorium. Each row of graduates will in turn be led out of the auditorium by the Group 

Marshal for that row.  

Once you are safely out of the auditorium, please join us for a reception located in the learning 

center.  If you wish to complete the paperwork for your official photos, the photographer will be 

in the learning center.  Congratulations, and may God bless you and your family. 
 

Wayland reserves the right to make changes to these instruction 

 




