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Graduation Notebook 

The following are uniform expectations and protocols for all graduation ceremonies.� 
 

PRIOR  TO  REHEARSAL  
 

 
 

Student Speeches (Limit to two minutes): 
 Review student speeches prior to rehearsal 

and again just prior to graduation day. 

 Please ensure that the speech has been edited 

and researched through Google for plagiarism. 

The person editing the speech should be noted 

in the Graduation Checklist. 

Principal Speeches (Limit to three minutes): 
 Ensure that the valedictorian and salutatorian 

are recognized. Ask the family (not just the 

parents) to stand. Give accolades of the 

valedictorian and salutatorian. 

 Number the pages of the principal’s speech. 

The Communications Department will use 

the information from the principal’s speech 

to share on social media. A copy of the 

principal’s speech will be provided to the 

interpreters. 

 Principals will recognize special guests in 

their welcome/introduction. This will ensure 

that all special guests have been recognized 

by their titles. 

 If there has been a senior death during their 

senior year, please honor the families of the 

deceased student and decorate his/her seat. 

Ensure that the family is invited to the 

ceremony to accept the diploma on behalf of 

the deceased student. The family should be 

seated in the designated special section. 

 If a student has departed for basic training  

to serve in the military (especially military 

academies), please ask the family to stand and 

be recognized. Please provide a picture of the 

student for display during the principal’s speech 

two weeks before your school’s ceremony. 

Military students are allowed to wear their 

uniform if they have completed boot-camp and 

attend their ceremony. 

 Ask faculty and staff to stand for recognition. 

 Make sure to recognize all accolades of the 

senior class including scholarships and 

athletic achievements. Please ask these 

individual groups to stand. Ex. Service-learning 

diplomas, cum, magna cum and summa cum 

graduates, etc. 

 

 

 
 

 Prior to rehearsal, please determine and 

notify junior marshals and ushers. 

 Determine the attire for junior marshals/ 

ushers and ensure they are uniformed. 

 The junior marshals/ushers selected must 

reflect the diversity of the school. 

Principals and Zone Principal Supervisors 

will ensure the selected students represent 

the demographics of each school. 

 Create and prepare a graduation notebook that is to be ready prior to the scheduled rehearsal. 

 Include all speeches and any speaking part, etc. in chronological order (be sure to use hole punched 

plastic document covers). 

 The principal or graduation coordinator will provide a three-ring notebook with all ceremony 

components. 

 Place the notebook at the podium for rehearsal as well as 30 minutes prior to the start of 

each graduation ceremony.� 

Junior Marshals/Ushers 

 Early/Middle Colleges – range 5-10 students 

 Traditional Schools – up to 24 marshals and ushers 
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 Only students from the current junior class 

(Class of 2027) are allowed to serve as 

graduation marshals/ushers. 

 All junior marshals/ushers will have an 

assigned task to do at graduation. Please 

refer to the range identified above based on 

the school category. 

 Junior marshals/ushers will attend graduation 
rehearsal and practice their assigned task. 

 Junior marshals/ushers are required to arrive 

at the facility prior to the graduation time and 

be prepared to distribute programs when the 

doors open 45 minutes before the processional. 

 Junior marshals/ushers will have a staff 

member who works with them and knows 

where they are to be placed during the 

ceremony. 

 Each school will have one junior 

marshal/usher carry the school flag that will 

process in before the graduates and one 

junior marshal/usher to carry the GCS flag 

that will process in before the platform 

guests. 

 Student marshals/ushers will sit behind the 

graduates in front of staff or if larger school, sit 

to the left or right of the stage. 

 Graduation coordinators will create a line-up 

for the stage guests in the order of the 

procession and read aloud in the holding 

room before the procession. Ensure all stage 

guests are lined up correctly. 

 Graduation coordinators shall create a line-up 

for all students and read aloud in the holding 

room before the procession. The line-up for 

students will be in alpha order according to their 

last names to ensure they are seated properly. 

 On graduation day, students must report 

directly to the holding room/area identified 

during rehearsal. 

 Graduation coordinators will create a seating 

chart with names to show where each graduate 

will sit during the ceremony. Labels or sheets 

with names will be placed in the student’s seat 

for rehearsal. 

 Meet with staff prior to rehearsal and assign 

tasks to assist during the rehearsal. Please 

ensure that faculty/staff is assigned to the 

ushers, responsible for placing them along the 

entrance, and ensuring programs are ready at 

the designated area. Be sure to assign 

faculty/staff to assist with lining students up for 

the procession and spacing them during the 

procession. While the graduation facilities are 

different from school auditoriums, rehearsals at 

the school are encouraged prior to rehearsal 

day.� 

 All graduation programs will be uploaded to 

Microsoft OneDrive using the proper naming 

convention (Program_School _2026) ex. 

Program_ Weaver Academy_2026. 

 Use correct title on programs (should use Ms., 

Mr., Dr. etc.) – be consistent. 

 All programs will be printed from the GCS Print 

Shop. The GCS WOW sheet will be inserted by 

the Print Shop and printed in all graduation 

programs. 

 All programs must be picked up by the 

graduation coordinator or designee prior to 

graduation day and provided at the graduation 

facility. 

 Please ensure that the program lasts no more 

than 60 minutes (Early/Middle College, Academies, 

Performing Arts, and Public-separate schools)  

and 90 minutes for Traditional High Schools. 

Seating Chart and Line-up 

Programs 
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REHEARSAL  

 

 Students are to attend the graduation rehearsal 

at the graduation facility. 

 Rehearsals should not be used for awards. 

 Platform guests will be socially distanced 

when standing. 

 If there is a deceased student recognition, 

please use the script. 

 If needed, placement of the deceased 

student’s chair will be determined during 

rehearsal. 

 Parents of the deceased student will have 

special seating. Please assign a staff 

member/designee to the family from the 

school. If the parents are receiving a 

recognition in honor of their child, they will be 

seated in an area near the stage. (Only 

immediate family members will be allowed to 

come onstage.) 

 Schools will practice the procession and 

recession during the rehearsal. 

 The district will ensure there is a JROTC 

program assigned to present the colors. See 

schedule in Microsoft Sharepoint. 

 Each school will play, have played the 

National  Anthem after the graduates are in 

place. (Must use the script.) 

o It is protocol to use the right hand and cover 

the heart during the Pledge of Allegiance 

and the National Anthem. The person leading 

the Pledge of Allegiance will follow this 

protocol. 

 Please note, everyone must remain standing 

until the flags are at a point where they are no 

longer in sight. 

 The band, orchestra, and/or chorus shall 

practice before graduation and have enough 

members to perform. The student participating 

in the band, orchestra, and/or chorus shall be 

appropriately dressed in a uniform color i.e. all 

black, black and white, etc.).

 

 Students shall sit in their seats and then 

process out or be lined up at the end of the 

coliseum or event space waiting to process 

in. 

 Order of program must be followed (this 

includes the pledge of allegiance, posting of 

colors, turning of tassels, etc.) 

 Student speeches will not be read in its 

entirety during the rehearsal. The first line of 

the speech should be read even if a time is 

scheduled to practice. 

 All graduate names will be called at rehearsal 

to ensure proper pronunciation and to ensure 

that students understand where pictures will be 

taken, when to stand, when to sit, etc. 

 If a graduate is also a stage guest, he/she 

will procession directly to the stage, move to 

the line from the stage as their spot comes 

up at the staircase to receive the diploma, 

and sit with the class for the turning of the tassel. 

Save his/her seat in the line-up. 

 Platform guests’ seating assignments will be 

ready and placed on the stage for review. This 

will help expedite any issues on graduation 

day. 

 Please provide Dr. Kimberly M. Funderburk 

with the following: 

o Processional line-up – include whether 

the procession will be a single-file or 

double-file line. (See processional line-

up on page 13) 

o Plan for Junior Marshals/Ushers – Present 

the location and job descriptions for the 

junior marshals/ushers. 

o Stage Layout – Provide two copies 

indicating the seating of platform guests to 

Dr. Kimberly M. Funderburk on the 

rehearsal date at the graduation facility.� 

Notes 

Protocols 
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Regalia 

 

 

GRADUATION  DAY  
 

 

 All school staff for every graduation will wear 

regalia and will process in behind the graduates. 

Herff Jones will provide regalia for all platform 

guests and all school faculties. Regalia will be 

sprayed with a sanitizing solution. Several sets 

of regalia will be used daily. 

 Staff who have earned a doctoral degree are 

allowed to wear doctoral robes (if applicable). 

Others will wear regalia from Herff Jones. 

 Please develop and communicate a dress code 

for both staff and students. Staff must be 

dressed. No tennis shoes or shorts. 

 ONLY CURRENT STAFF OF THE SCHOOL may 

participate in any format of the program. This 

includes the processional, program, etc. 

 Military personnel at the school should be 

dressed in regalia UNLESS performing 

military duties. 

 There must be a uniform presentation of 

students. Students are not permitted to 

decorate caps, stoles or wear any adornments 

purchased by students. 

 Assigned school staff will inspect each 

graduate’s regalia and attire in the holding room 

or area prior to the ceremony. 

 A student will not be excluded from walking due 

to attire, but ALL ROBES MUST BE FULLY 

ZIPPED. 

 Staff will bring a box/bag to confiscate any 

inappropriate items to include beach balls, 

horns, sunglasses, etc. 

 Provide water and snacks for students who 

may need them. 

 

 
 

 All floral arrangements will be delivered the day 

of graduation. 

 All stage guests will have a card in their seat 

indicating the range of letters (graduate’s last 

name) they will stand and shake hands, elbow 

or fist bump i.e. SHAKE HANDS FOR ALL 

NAMES or SHAKE HANDS FOR LAST 

NAMES A THROUGH G.  

Place another card with the names of the 

stage guests on the floor of the stage to 

indicate where they will stand. 

 Please bring at least four copies of the 

procession of students. 

 Each graduation will have a student carrying 

a flag with the school name/logo on the flag as 

the students enter the arena. 

 There will only be TWO podiums on stage for 

the roll call of graduates.� 

 The interpreters will be stationed on stage. 

 

 
 

 Place diploma covers on the table 

designated on stage with a school-branded 

tablecloth or overlay. 

 Diploma Distribution Options: 

o Alphabetize all diplomas and place 

them on tables designated during the 

rehearsal at the graduation facility. 

Please assign staff to distribute the 

diplomas after the recession. 

o Designate staff to distribute diplomas on 

the floor once the student has received 

their diploma cover and is returning to 

his/her seat. A good area would be near 

the graduation photo backdrop. 

Set Up 

Diplomas 
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Student Stories 

Videographers and Photographers 

 

 

COMMUNICATIONS  
 

By Friday, March 27th, each principal, or coordinator will submit to Communications a minimum of three 

potential news stories about diverse graduates. This year, they are looking for a variety of stories 

including more high-achievers, high scholarship dollars, overcoming adversity/challenges and the 

overall well-rounded students. These stories might also include, but are not limited to, students with 

tons of service-learning or a special project they started. Students who have overcome a significant 

hardship or an adverse situation would be great as well. Please use the form provided to submit student 

stories.� 
 

 

 GCS will handle all videographers and 

photographers for all graduations. 

 All graduations will be live streamed. 

 All seniors will receive ONE individual 

graduation photo complimentary of the 

district. 

 District is responsible for photography for 

event photos that will be used for website 

and social media.� 

 Graduation coordinators will receive a link 

for livestreaming of their school’s ceremony 

one week prior to the graduation date. 

 The district will also post the links on the 

homepage. 
 

 
 

 Please send the names of graduates (in 

paragraph form) by Wednesday, May 13, 

2026, to Nora Shoptaw at 

shoptan@gcsnc.com. 

 Valedictorian and Salutatorian – Send the 

following: 

o Name of the valedictorian and salutatorian 

o Photo of the valedictorian and salutatorian 

o Selected school and field of study 

Format: Erika Austria plans to attend The 

University of North Carolina at Greensboro to 

pursue medical studies. 

Please send to Dr. Kimberly M. Funderburk at 

funderk@gcsnc.com no later than: 

o Early/Middle Colleges - Wednesday, May 

20, 2026 

o Traditional High Schools - Thursday, June 4, 

2026 � 

 

 

Please use this form to send unique facts to the Communications Department about the graduation class 

by the following MONDAY after graduation day. This information can come from the principal’s graduation 

speech and will be used to highlight excellence in GCS schools and encourage viewership of ceremonies.� 

Graduate Names 

Unique Facts 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FDesignPageV2.aspx%3Fsubpage%3Ddesign%26FormId%3DH_vimqLeQ0yBlHYk_LuzDK1Y_UJLXlZDgvbgGRe7mj1UM0JOUU9KUkpFS0VRU0dUM1FKU0lZNklNTS4u%26Token%3D68bdab46e0dc40a48c2204c2dde37e17&data=05%7C02%7Cfunderk%40gcsnc.com%7C205bbb2d34b141666f4108de16178a9b%7C9ae2fb1fdea24c4381947624fcbbb30c%7C0%7C0%7C638972487553101388%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=eTKOr%2BqnePNfUyTTty70eToHxKxrHa3U7hR%2BN4vy9XU%3D&reserved=0
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College Decision Day is coming up soon and we want to share the good news about where seniors are 

headed next year so GCSTV is looking for some good selfie videos! Videos will also be posted on 

social media. 

We’re asking as many seniors as possible to film themselves – or have a friend film them – stating: 

Their name: where they attend high school; and, where they’ve been accepted or plan to attend 

college this fall (Military, Service Academies, and jobs count too!) 

“Hi, my name is   from    high school and I’m proud 

to announce that I’ve been accepted to    University (college, military, service 

academies, job) this fall.” 

They can wear college gear and hold up their acceptance letter if they’d like. Watch an example from 

https://www.youtube.com/watch?v=wrB-xTnCNTU. 

Email all selfie videos to: GoodNews@gcsnc.com 

Deadline is Monday, April 20, 2026. 

 

 

Decision Day 

https://www.youtube.com/watch?v=eQIFO4fnqu4
https://www.youtube.com/watch?v=wrB-xTnCNTU
mailto:GoodNews@gcsnc.com
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General/Special Seating for All Facilities 

 

 

GRADUATION  FACILITIES  
 

 

 In collaboration with Dr. Kimberly M. Funderburk, 

schools will determine the number of tickets 

given to each graduate and based on the 

number of seats in the graduation facility. This 

includes GTCC, Greensboro College, UNCG, 

and Harrison Auditorium at N.C. A&T State 

University.� 

 All graduation guests shall have tickets. 

 GCS staff (from other schools) may NOT use 
their GCS ID to gain access into the 
ceremony.� 

  The following are numbers based on no spacing for graduates on the floor: 

Special Events Center: 12 per section/ 24 per 
row/ 20 rows = Total Seating 480 

Coliseum Arena: 15 per section/ 30 per row/ 
21 rows = Total Seating 630

Capacity for guests: 

 Special Events Center – 3,100 

 Coliseum Arena – 6,200 

 

 
 

 Please inform the seniors and their parents 
about the number of graduation tickets they will 
receive. This information will be collected by 
the district. 

 Please inform students that there will be a 
section for students with different abilities and 
one person may accompany the student in 
the special seating area. All other persons will 
need to sit in general seating. 

 Remind students that there will be 

reserved seating for hearing impaired as 

well as for the family of the valedictorian, 

salutatorian and/or stage guests.  

 Special seating areas will vary at GTCC, 

Greensboro College, UNCG, and Harrison 

Auditorium at N.C. A&T State University. 

 

 

A special section in the Special Events Center and Section 107 in the Coliseum Arena are reserved 

for the family members of the student stage guests. Ex. (valedictorian, salutatorian, senior class 

president) Please note that these students will have additional special tickets or identifiers designed and 

distributed by the district to students at graduation rehearsal based on the number of tickets per senior. 

Special tickets will also be given to schools for families of deceased students.� 
 

 

 Assign a designated staff to address the 
situation if a teacher arrives late. If the teacher 
is late, he/ she must sit in the general seating. No 
teacher will process in late. 

 Assign a designated staff to assist a 
student who arrives late. If a student is not 

present during the time of the procession, 
PLEASE ENSURE his/her seat is available. 
The student will be escorted to the seat at the 
end of the procession line and placed in line 
when their row moves to the stage. 

 Please provide water and snacks for students 
who may not have eaten before arrival. 

 

 

Schools will not send any parking correspondence to Board of Education Members. The district and 
venue teams will oversee reserved and special parking.� 

Seating/Tickets 

Reserved Seating (Special Events Center and Coliseum Arena) 

Late Arrival 

Parking 
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Early/Middle Colleges 

 

 

SAMPLE  PROGRAMS  
 

 

 Processional 

 Presentation of Colors 

 Star Spangled Banner 

 Pledge of Allegiance 

 Welcome – Principal 

 Speaker – Introduces Stage 
guests 

 Student Address 

 Musical Selection 

 Awarding of Diplomas 

 Acceptance of Class 

 Alma Mater (make sure students know the 

alma mater) 

 Recessional 

 

 
 

 Processional 

 Presentation of Colors 

 Star Spangled Banner 

 Pledge of Allegiance 

 Welcome – Principal 

 Speaker – Introduces Stage Guests 

 Student Address 

 Recognition of Returning Students - Principal 

 Awarding of Diplomas 

 Acceptance of Class 

 Presentation of GTCC Degrees – College 

person (will only be able to have 1 no more 

than 2 persons from College) 

 Recessional 

 

 
 

 Processional 

 Presentation of Colors 

 Star Spangled Banner 

 Pledge of Allegiance 

 Welcome – Principal 

 Salutatorian – Introduction of Stage 

guests/ welcome 

 Valedictorian - student address 

 Musical Selection 

 Awarding of Diplomas 

 Acceptance of Class 

 ***Alma Mater (make sure students know the 

alma mater) 

 Recessional 
 

 
 

 Please ensure that the script in the notebook 

explicitly indicates who is to award diplomas. 

“At this time, I would like to ask our 

Superintendent/ Deputy Superintendent of 

Business & Operations/Deputy Superintendent 

of Instructional Leadership & Wellness, 

Board of Education members, and others to 

please take your places for the awarding of 

diplomas.” 

 Superintendent/Deputy Superintendent of 

Business & Operations/Deputy Superintendent 

of Instructional Leadership & Wellness 

should be next to the principal in the line. 

 Principals (K-12) who have students graduating 

can come on stage, congratulate their students, 

walk off stage with their students, and take a

GTCC Schools 

Coliseum and Special Events Center 

Awarding of Diplomas 
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photo with the students if desired. The district will 

gather this information from K-12 principals. 

 Staff members working at the same school 

as their graduate can congratulate their 

student by being the last to shake their hand 

as they walk off stage and take a photo with 

the graduate if desired. The district will work 

with high school principals to determine the 

list of staff members. All staff must be in 

regalia who plan to congratulate their 

student(s) and procession in last to the 

designated area. The line up of staff should be 

alphabetized according to the student’s last 

name. 

 

The Superintendent/Deputy Superintendent of Business & Operations/Deputy Superintendent of 

Instructional Leadership & Wellness and Board of Education members may remain for all names 

to be called unless otherwise noted.� 

 

 All schools will use the district-wide 

“Presentation and Acceptance of the Class” 

script on page 18. 

 The Superintendent/Deputy Superintendent 

of Business & Operations/Deputy 

Superintendent of Instructional Leadership 

& Wellness will confer degrees. 

 Reminder that tassels are turned from right to left. 

 After principals present the graduating class, 

he/she will quickly lead all platform guests off 

stage BEFORE the graduates recess. Please 

share with students and junior marshals/ushers. 
� 

 

 The district works with all venues, their 

staff and representatives to ensure our 

graduation ceremonies are handled with 

professionalism and dignity. Please ask 

students and parents to be respectful of 

their requests and venue protocols. 

 All visitors must abide by security procedures 

upon entry for each venue. 

 Please use the script on page 18 to 

introduce platform guests.� 

� 

 

Greeting Students 

Declaration of Graduates 

Decorum 
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PLATFORM  GUESTS  
 

Stage Guests/Early Middle Colleges Stage Guests/Traditional Schools 

Board of Education members Board of Education members 

Superintendent & Staff Superintendent & Staff 

Principal (1) Principal (1) 

Principal Supervisors Principal Supervisors 

Speaker Valedictorian and Salutatorian (2) 

Teacher of the Year 4 Assistant Principals 

University/Colleges representative(s) Teacher of the Year 

Others as noted and approved Others as noted and approved 
 

 

     
Principal 

Superintendent 
 (Dr. Anitra Wells or Dr. Julius Monk)      

President of College (if any)

 
Sits on Front 

Row 

 
   

Khem Irby 
David Coates 

Deborah Napper 
Crissy Pratt 

      Deena A. Hayes, Board of Education Chair 
 Bettye T. Jenkins, Board of Education Vice-Chair 

      T . Dianne Bellamy Small 

Alan Sherouse 
Linda Welborn 

Principal Supervisor may sit on front row 
 

 

Stage seating (see pages 25-27): 

Superintendent/Assistant Superintendent of Schools, College President and Board of Education member 

should be seated on first row in order based on the above. Please note that the principal will sit in the 

first seat next to the aisle, the Superintendent/Deputy Superintendent of Business & Operations/ 

Deputy Superintendent of Instructional Leadership & Wellness next to her/him, then the Board of 

Education members followed by other elected officials. 
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 Marshal carrying GCS flag 

 Principal 

 Superintendent 

 College President (if applicable) 

PROCESSIONAL  

Procession is as follows: 

 Dr. Julius Monk – Deputy Superintendent 

of Business & Operations 

 Dr. Shirley Morrison – Chief Human 

Resources Officer 

 Dr. Sonya Stephens – Chief of Staff 
 Board of Education member(s) - Board Chair, 

Vice Chair, others in alpha order 

 Senior Staff – Cabinet first in alpha order by 

last name 

 Dr. Alison Coker – Deputy Chief of 

Human Resources 

 Tyler Beck – Chief Financial Officer 

 Dr. Tracey Helton – Chief Communications 

Officer 

 Ms. Jusmar Maness – Chief Academic Officer 

 Mr. Marshall Matson – Assistant 

Superintendent of Schools, Innovation & 

Choice 

 Dr. Johncarlos Miller – Assistant 

Superintendent of Operations Support 

Services 

Mr. Mike Richey – Assistant Superintendent 

of School Safety & Emergency 

Management 

 Dr. Rashad Slade – Chief Technology Officer 

 Dr. Kimberly Steinke – Chief 

Exceptional Children & Student 

Services Officer 

 Dr. Anitra Wells – Deputy Superintendent 

of Instructional Leadership & Wellness 

 Zone Principal Supervisor  

 Other Elected Officials 

 Marshal carrying school flag 

 Seniors 

 Staff 
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APPENDICES  

 

January 
 15th – Diploma Covers 

 15th – Diploma Orders 

February 
 1st – Medals and Awards 

 15th - Valedictorian and Salutatorian medals 

March 
 20th – 1st DRAFT of program to be 

uploaded to Microsoft OneDrive by 

coordinator 

 27th – All schools submit a minimum of 

three senior stories to Communications 

April 
 3rd – Admission Tickets 

 10th - NC Graduate services items due: 

o Caps and gowns (students and faculty) 

o Honor tassels 

o Honor Cords 

o Honor Stoles 

o Marshal Sashes 

o Honor seals for diplomas 

o VAL and SAL seals for diplomas 

 18th - Deadline for all high school principals 
to: 

o Send letter to parents (sample 

copy attached) 

o Submit any name and bio of any 

graduation speaker other than a student 

(via email) 

 20th – Decision Day Videos of seniors 

with college gear & acceptance gear 

 24th – 2nd DRAFT of program due – 

please upload and ensure that all 

feedback from program draft 1 has 

been adhered to 

Late April or Early May 
 High school principals will receive 

their platform guest list via email 

Mid-May 
 Deadline for names of graduates (in 

paragraph form) sent to Communications to 

Nora Shoptaw at shoptan@gcsnc.com. 

 Deadline for all non-traditional 

graduation programs to be uploaded to 

Microsoft OneDrive for additional review 

(should include platform guests) 

 Deadline for 3rd draft of traditional 

school programs 

 The GCS Wow/Fact sheet will be 

uploaded to the Microsoft OneDrive folder 

May – Third Week 
 Send names of valedictorian and 

salutatorian, photos, college attending  

and field of study to Nora Shoptaw at 

shoptan@gcsnc.com 

• Graduation Rehearsals 

May – Fourth Week 
 Early/Middle College and Public-separate 

Graduations 

June – First Week 
 Final Draft of program due for 

traditional schools 

June – Second Week 
 Traditional School Graduations 

August – First Week 
 Summer Graduation 

GCS Graduation Deadlines 

mailto:shoptan@gcsnc.com
mailto:shoptan@gcsnc.com
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March 
 ConnectED to remind parents to purchase cap 

and gown 

 Review third quarter grades (arrange 

tutoring/ remediation for students in danger 

of failing) 

 Gather information regarding clubs, 

organizations, memberships, honors for each 

student 

 Verify correct spelling of potential graduates’ 

names 

 Prepare graduation program 

April 
 ConnectED to remind parents to purchase cap 

and gown – give them a final date and cost 

 Meet with seniors and potential graduates to 

review requirements for graduation and 

expectations. Provide information regarding 

what they are to wear/not wear at graduation. 

 Select junior marshals for graduation. Meet 

with them to outline expectations and attire. 

 Continue preparing graduation program. 

 Determine graduate seating (see section 

for numbers of seats) 

May 
 Receive list of Board Member(s) who plan 

to attend the graduation and add to your 

program. 

 Send letter to parents outlining protocol 

and expectations for graduation ceremony. 

 Review grades to help determine Val and Sal. 

 Review grades to determine all students eligible 

to graduate. 

 Proof and edit final graduation program to 

submit for approval and printing. 

 Hold awards and recognition programs at 

the school (these cannot be held at the 

time of graduation rehearsal.) 

 

 

  

  

  

  

  

  

  

  

  

  

 

 Hold at least one practice at the school before 

the scheduled GCS practice. Students must be 

lined up alphabetically including valedictorian 

and salutatorian in the correct alphabetical 

position. Note the number of seats on each 

side of the center aisle at the coliseum and 

number of seats at your venue per row. Group 

students to help them remember where they 

are in the procession line and their seats. 

 Make transportation arrangements for the band 

or any other group that will perform at the 

graduation. 

 Provide person(s) who will call the students’ 

names at graduation with a phonetic list so he/ 

she may practice. The names of ALL STUDENTS 

will be called during the rehearsal at school and 

graduation facility to allow for any corrections 

with pronunciation, if necessary. 

 Schedule a meeting for faculty to review 

assigned graduation expectations to include 

regalia, attire under the robe, shoes, duties, 

etc.) 

 Share parking information and any venue 

protocols with students and families. 

School Preparation for Graduation 
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District 1 
T. Dianne Bellamy Small 

3211 Delmonte Drive 

Greensboro, NC 27406 

Phone: 336-580-4655 

Email: bellamysmall@gcsnc.com 

District 1 Schools: Alderman Elementary, Allen 

Middle, Andrews High, Fairview Elementary, 

Ferndale Middle, Frazier Elementary, Greene 

Education Center, Haynes-Inman Education Center, 

High Point Central High, Jamestown Middle, Kearns 

Academy, Kirkman Park Elementary, The Middle 

College at GTCC-High Point, The Middle College at 

GTCC-Jamestown, Sylvia Mendez Newcomers 

School, Millis Road Elementary, Montlieu 

Elementary, Parkview Elementary, Penn-Griffin School 

for the Arts, Ragsdale High, Sedgefield Elementary, 

Triangle Lake Montessori, Union Hill Elementary and 

Welborn Middle. 

District 2 
Crissy Pratt 

1717 Lazy Lane 

High Point, NC 27265 

Phone: 410-598-8099 

Email: prattc2@gcsnc.com 

District 2 Schools: Allen Jay Elementary, Allen Jay 

Preparatory Academy, Jamestown Elementary, 

Johnson Street Global Studies, Nathanael Greene 

Elementary, Northwood Elementary, Oak Hill 

Elementary, Oak View Elementary, Pilot Elementary, 

Pleasant Garden Elementary, Pruette SCALE, 

Shadybrook Elementary, Southern Elementary, 

Southern High, Southern Middle and Sumner 

Elementary.� 

District 3 
David Coates 

714 Green Valley Rd. 

Greensboro, NC 27408 

Phone: 336-894-8541 

Email: coatesd@gmail.com 

District 3 Schools: Brooks Global Studies, Claxton 

Elementary, The Early College at Guilford, General 

Greene Elementary, Grimsley High, Guilford 

Elementary, Jefferson Elementary, Kernodle Middle, 

Kiser Middle, Lindley Elementary, Northwest High, 

Northwest Middle, Oak Ridge Elementary, Pearce  

Elementary, Sternberger Elementary, Stokesdale 

Elementary and Summerfield Elementary. 

District 4 
Linda Welborn 

4903 Warfield Drive 

Greensboro, NC 27406 

Phone: 336-674-8504 

Email: welborl@gcsnc.com 

District 4 Schools: Alamance Elementary, 

Bessemer Elementary, Brightwood Elementary, 

Brown Summit Middle, Eastern High, Eastern 

Middle, Erwin Montessori, Gateway Education 

Center, Gibsonville Elementary, Madison 

Elementary, McLeansville Elementary, McNair 

Elementary, The Middle College at GTCC-

Greensboro, Monticello-Brown Summit Elementary, 

Northeast High, Northeast Middle, Northern 

Elementary, Reedy Fork Elementary, Sedalia 

Elementary, Southeast High and Southeast Middle.� 

District 5 
Deborah Napper 

7489 Weitzel Dr. 

Summerfield, NC 27358 

Phone: 336-202-2139 

Email: napperd@gcsnc.com 

District 5 Schools: Cone Elementary, Greensboro 

College Middle College, Irving Park Elementary, Jesse 

Wharton Elementary, Joyner Elementary, Mendenhall 

Middle, Northern High, Northern Middle, Page High and 

Weaver Academy.� 

District 6 
Khem Irby 

1414 Adams Farm Parkway Apt. G 

Greensboro, NC 27047 

Cell: 336-402-3967 

Email: irbyk@gcsnc.com 

District 6 Schools: Colfax Elementary, Florence 

Elementary, Doris Henderson Newcomers School, 

Southwest Elementary, Southwest High, Southwest 

Middle, Western High and Western Middle.� 

GCS Board of Education 

mailto:bellamysmall@gcsnc.com
mailto:welborl@gcsnc.com
mailto:napperd@gcsnc.com
mailto:irbyk@gcsnc.com
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District 7 
Bettye T. Jenkins, Vice-Chair 

2300 Pine Meadows Court 

Greensboro, NC 27406 

Cell: 336-214-4142 

Email: jenkinb2@gcsnc.com 

District 7 Schools: Bluford/Peeler Elementary, 

Dudley High, Falkener Elementary, Hairston Middle, 

Herbin-Metz Education Center, Lincoln Academy, 

Rankin Elementary, Simkins Elementary, Vandalia 

Elementary and VPA School. 

At-Large 
Alan Sherouse 

714 Green Valley Rd. 

Greensboro, NC 27408 

Phone: 336-370-8992 

Email: sheroua@gcsnc.com 

At-Large represents all GCS schools.� 

District 8 
Deena A. Hayes, Chair 

454 Gorrell Street 

Greensboro, NC 27406 

Phone: 336-690-9516 

Email: hayesd@gcsnc.com 

District 8 Schools: A&T Four Middle College, The 

Academy at Smith, Archer Elementary, Foust 

Elementary, Gillespie Park Elementary, Hunter 

Elementary, Jackson Middle, Jones Spanish Immersion, 

Morehead Elementary, Murphey Traditional Academy, 

Peck Elementary, SCALE-Greensboro, Smith High, The 

STEM Early College at NC A&T, Swann Middle, 

Washington Montessori and Wiley Elementary.� 

 

mailto:jenkinb2@gcsnc.com
mailto:sheroua@gcsnc.com
mailto:hayesd@gcsnc.com
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Melvin “Skip” Alston – Board Chair – District 8 

J. Carlvena Foster – Vice Chair – District 1 

Katie “Kay” Cashion – At Large 

Carly Cooke – District 5 

Frankie T. Jones, Jr. – District 7 

Mary Beth Murphy – District 4 

Alan Perdue – District 2 

Pat Tillman – District 3 

Brandon Gray-Hill – District 6 

 

Please list the Superintendent and Board Members on your graduation program as follows: 

Superintendent 

Dr. Whitney Oakley 

Board of Education Members 

Deena A. Hayes, Chair – District 8 

Bettye T. Jenkins, Vice-Chair – District 7 

T. Dianne Bellamy Small – District 1 

Deborah Napper – District 5 

Crissy Pratt – District 2 

Khem Irby – District 6 

David Coates – District 3 

Alan Sherouse – At Large 

Linda Welborn – District 4 

 
After last student has entered venue and is in place, someone will read the following: 

“Presentation of Colors, National Anthem and Pledge” 
“Please remain standing for the presentation of colors by the    High School JROTC, the 

playing of the National Anthem and the Pledge of allegiance led by  (if this is someone other than 

yourself). Please remain standing until the colors have been retired. We ask that gentlemen please 

remove your hats.” 

After JROTC leaves the stage (under exit), now say… 

“You may now be seated.” 

Script for introducing platform guests: 
Please join me in welcoming our Superintendent/ Deputy Superintendent of Business & Operations / 

Deputy Superintendent of Instructional Leadership & Wellness (choose the one for your ceremony) and 

Board of Education member(s). Please also welcome our GCS senior staff. Please stand and be 

recognized. You may be seated. 

Also, please welcome our   School administrative staff and Teacher of the Year. Please stand 

and be recognized. You may be seated. 

“Presentation & Acceptance of the Class” 
After all seniors have walked across the stage and received their diploma jackets: 

1. The principal will ask Superintendent Dr. Whitney 

Oakley/ Mr. Marshal Matson to come to the 

podium. 

2. Both will read the following scripts: 

County Commissioners 

Listing Superintendent and Board of Education Members on ALL Programs 

Script for Presentation of Colors and National Anthem 
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The Principal Says: 
“Dr. Oakley/ Dr. Wells/Dr. Monk, please join me at the podium. Seniors, please stand” (if not already standing) 

“Superintendent Dr. Oakley/Dr. Wells/Mr. Monk these students have met all the requirements for graduation 

and are recommended for their high school diplomas.” 

The Superintendent, COS Says: 

“By the power granted me by the state of North Carolina and the Guilford County Board of 

Education, and upon receiving verification of your credentials by the faculty of your school and 

your principal (Insert Principal Name), I offer my personal congratulations and recognize you, with 

all the rights and privileges, as graduates of (Insert School Name). 

You may now turn your tassels!  

   Script in the event of high school senior death: (to be 

embedded within script of the principal) Earlier this year, 

your class experienced a tremendous loss. Student Name 

tragically lost his/her life way too soon. He/She would have been 

with us today celebrating and then off to college; or student would 

have attended and share what student would have been doing 

in the fall. But instead he/she is with us in spirit. He/She will be 

missed by us all. At this time, I would like to ask the family last 

name family to come forward and receive his/her certificate. 

 
(Please include in principal speech) 

If students are attending graduation: 

Part of principal speech …… 

Say… Now, we would like to recognize our _X High School students that have enlisted in one our military 

branches or will be entering a Commissioning Program. 

Students, when your name is called, please stand, and remain standing until I have called all 

names. Note: after each student name is called ask the parents of that student to please stand and 

be recognized Say… 

For United States Army 

Student first and last name – will the parents of XX please stand and be recognized 

Student first and last name – will the parents of XX please stand and be recognized 

For United States Marine Corp 

Student first and last name – will the parents of XX please stand and be recognized 

Student first and last name - will the parents of XX please stand and be recognized 

For United States Navy 

Student first and last name 

Student first and last name 

Script for Students Entering the Military 
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For United States Air Force 

Student first and last name 

Student first and last name 

For United States National Guard 

Student first and last name 

Student first and last name 

For United States Coast Guard 

Student first and last name 

Student first and last name 

Say… In addition, will all who are currently serving or who have served, in one of our armed services 

please stand and be recognized. 

After all have been called … 

Ladies and gentlemen, please join me in congratulating each of these students for their commitment and 

to those standing in our audience, we thank you for your service! 

You may now be seated. 

If students are NOT attending graduation: 

Say……We would like to recognize our X High School students that have already reported to basic 

training. Our student photo is shown on the screen behind me or on the jumbotron above. (Make sure you 

know where they have gone) 

For United States Army 

Student first and last name – Will Mr./Mrs. XX please come to the stage to receive XX diploma. (Repeat 

this for each student’s parent that you have) 

Student First and last name - Will Mr./Mrs. XX please come to the stage to receive XX diploma. (Repeat 

this for each student’s parent that you have) 

Etc… 

For United States Marine Corp 

Student first and last name 

Student first and last name 

Etc… 

For United States Navy 

Student first and last name 

Student first and last name 

Etc… 

For United States Air Force 

Student first and last name 

Student first and last name 

Etc… 
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For United States National Guard 
Student first and last 

name Student First and 

last name Etc… 

For United States Coast Guard 
Student first and last 

name Student First and 

last name Etc… 

Ladies and gentlemen, please join me in congratulating each of these students. We thank all of you for 

your dedication and service to our country. 

You may be seated. 
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Insert Date, Current Year 

Dear Parents/Guardians: 

Thank you for such an awesome year and all you have done to support (INSERT SCHOOL). Graduation 

is an exciting and happy time for all of us. This is a big day, and our students deserve a graduation 

ceremony they may take pride in now and throughout their lives. 

We are asking all graduates, family members and guests to please keep the following guidelines in mind: 

1.  Show respect for all graduates 

2. Applaud politely for each graduate 

3. Limit cheers so every graduate’s name is heard by all attendees 

4. Remain seated during the entire ceremony 

5. Remain quiet in keeping with the solemnity of the occasion 

For safety and security reasons, and to keep the focus on our graduates, guests will not be allowed to move 

around. You may not bring the following items into the graduation: 

 Duffel bags 

 Fanny packs 

 Backpacks 

 Balloons 

 Air horns 

 Noisemakers 

GCS, in cooperation with local law enforcement, will provide security at all GCS graduations. Our goal 

is to allow our students and their families to enjoy this special day without distractions. For this reason, 

we reserve the right to search all bags, including camera bags, as you enter the facility. 

Unfortunately, you must remain in your seats while graduate names are being called. Pictures may 

be taken with your graduate at the end of the ceremony as you are departing. We ask that you follow 

the directions of our ushers and exit the venue as soon as possible as another graduation will be 

forthcoming. 

Please keep in mind that individuals who interrupt the proceedings or do not follow guidelines may be 

asked by the appropriate officials to leave the facility. 

Thank you for your support over the years and thank you for allowing us to serve you and your 

family. We know our graduates will leave GCS prepared to succeed in higher education or in the 

career of their choice. 

Sincerely, 

(INSERT NAME), Principal 

Sample Graduation Letter to Families and Caregivers 
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Use the following steps to calculate Grade Point Average (GPA) for valedictorian, salutatorian, and junior 

marshals: 

1. The number of junior marshals and/or the necessary GPA for junior marshal designation should be 

determined at the beginning of the school year and communicated to juniors and their parents. 

2. Students must have been enrolled in the Guilford County Schools for the three semesters immediately 

prior to graduation in order to be considered for valedictorian or salutatorian. 

3. All weights assigned to classes should be recorded as they are listed on incoming students’ 

transcripts. If a transfer student has completed an honors class in another LEA, this course 

should be listed and weighted as honors on the Guilford County Schools transcript. If a student 

comes to Guilford County after the school year has begun, he/she should be enrolled in the 

courses closest in description to his/ her previous classes. All AP/IB classes that are nationally 

recognized AP/IB courses should receive an additional weight of +1. 

4. If a student transfers from a home school or non-public school not accredited by one of the six 

regional accrediting associations or AdvancED and Cognia which are accepted as accrediting 

bodies through SACs, the student’s grades are (a) recorded as Pass (P)/Fail (F), (b) identified on 

the transcript as non-GCS grades and (c) not included in the calculation of GPA or class rank. 

5. Do not determine valedictorian and salutatorian until after final grades for seniors have been entered and 

stored into PowerSchool. PowerSchool will determine the valedictorian and salutatorian. 

GCS Counseling Services Department: Revised 1/15/24 

 

 
 

Diploma Endorsement and Honors Notation 

Cum Laude * 

Magna Cum Laude ** 

Summa Cum Laude *** 

National Honor Society α 

National Beta Club β 

NC Academic Scholar ‡ 

Service-Learning Diploma 
 

 

Early College Graduate ε 

Aviation Academy Graduate δ 

National Technical Honor Society τ 

National Art Honor Society ρ 

Student Council σ 

International Thespians Society ₮ 

National Latin Award/Honor Society l 

AP Capstone (Western)/International Baccalaureate Diploma Candidate Σ 

Calculating GPAs for Valedictorian, Salutatorian, and Junior Marshals 

Standardized Notations for Diploma Endorsements and Honors within 
Graduation Programs 
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Diploma Endorsement and Honors Notation 

Spanish Honor Society φ 

German Honor Society π 

Tri-M National Music Honor Society Μ 

Completed 5th year (Early/Middle Colleges) + 

Early Graduate Ω 

Career Endorsement Δ 

College Endorsement μ 

College/UNC Endorsement ∞ 

Global Languages Endorsement γ 

National English Honor Society ¥ 

Quill and Scroll Honor Society ∫ 

CTE Pathway Completer with Credentials © 

Science Olympiad Ζ 

DECA ϒ 
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Stage Diagrams 

Sample Stage Layout 10 Platform Guests 

 

 

Graduates 

Board of 
Education 

Superintendent Principal Board of 
Education 

Assistant 
Principal 

Assistant 
Principal 

Assistant 
Principal 

Teacher of 
the Year 

Valedictorian Salutatorian 
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 Stage Diagrams 

SAMPLE STAGE LAYOUT 10 PLATFORM GUESTS (4 AP’s) 

 

 

Graduates 

Board of 
Education 

Superintendent Principal Board of 
Education 

Assistant 
Principal 

Assistant 
Principal 

Assistant 
Principal 

Assistant 
Principal 

Teacher of 
the Year 

Valedictorian Salutatorian 
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Stage Diagrams 

SAMPLE STAGE LAYOUT 12 PLATFORM GUESTS 

 

 

Graduates 

Board of 
Education 

Superintendent Principal Board of 
Education 

Assistant 
Principal 

Assistant 
Principal 

Assistant 
Principal 

Assistant 
Principal 

Teacher of 
the Year 

Valedictorian Salutatorian Special 

Guest 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
In compliance with federal law, Guilford County Schools administers all educational programs, 
employment activities, and admissions without discrimination because of race, religion, national or 
ethnic origin, color, age, military service, disability, or gender, except where exemption is appropriate and 
allowed by law. Refer to the Guilford County Board of Education’s Discrimination Free Environment 
Policy AC for a complete statement. Inquiries or complaints should be directed to the Guilford County 
Schools Compliance Officer, 714 Green Valley Road, Greensboro, NC 27408; 336-370-8154. 

All Guilford County Schools facilities, both educational and athletic, are tobacco-free learning 
environments. 

© 2026 Guilford County Schools. 

714 Green Valley Road | Greensboro, NC 27408 | 336.370.8100 


