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Introduction

Welcome to the Glyndŵr University Guide to Graduation 2010 information pack. 

This pack has been designed to help you prepare for graduation and offer guidance on what you are required to do before your ceremony as well as to inform you of what will happen on the day.  
Please refer to the Completing your Graduation 2010 Registration Form - Notes of Guidance document further on in this pack for help with completing your registration form. 

Outstanding Debts and Eligibility for Award
In addition to the satisfactory completion of your programme, you must also ensure that you are not in debt to the University for any fees such as tuition fees, otherwise you will not be allowed to attend the graduation ceremony or be issued with your certificate. It is your responsibility to ensure that you have no outstanding debts to the University.  
In order to attend your graduation ceremony any debts to Glyndŵr University must be settled by 27th August 2010.  To check your status, please contact Accounts Receivable in the Finance Department by phone on (01978) 293037 or by email 
accountsreceivable@glyndwr.ac.uk.
Checking your Personal Details and data we hold about you 

It is essential that you check your student details immediately to ensure that the information we hold about you is correct for when we process your graduation information.

Graduation 2010 Registration form

Please check all your personal details, address and award title on the Graduation 2010 Registration Form for accuracy.
If any information is incorrect, or you do not want your Graduation correspondence and degree certificate to be sent to the listed address, please contact the Awards Days Co-ordinator in writing, providing your name, student number and signature in the correspondence indicating any inaccuracies or changes you require.
Student Record details held online 

Please also check all of your personal details including the spelling of your full name and ensure that we have your correct address on your student record held online. The intended Award details that we hold for you should also be checked to ensure they match what you are currently studying and hope to obtain. 

You are able to check and change some of your own student record details via the link to “Check your Student Record” on the page for “Current Students” on the University’s web site: log in with your University username and password when requested after following this link:
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Should any of your details be incorrect, please email spo@glyndwr.ac.uk immediately (you can do this from within the ‘Check your Student Record’ pages) or call them on 01978 293039.

Degree Certificates 

Please note that degree certificates are unlikely to be posted to you before December 2010.
Registering your attendance to Graduation 2010
Whether you are planning to attend your graduation ceremony or not, please return your completed Graduation 2010 Registration Form to the Glyndŵr University Graduation Team in the envelope provided by 27th August 2010.

Please note: Even though you may not know if you have successfully completed your programme at this time, you must still indicate if you wish to attend the ceremony before 27th August 2010. Guest tickets cannot be guaranteed for any forms received after this deadline. Any gown orders placed can be refunded if they no longer become required.  
Due to the high number of registration forms we will receive, it will not be possible to acknowledge receipt of individual forms. If you wish to include a stamped self addressed envelope, we can send this back to you by return post as confirmation of receipt of your form. 
Guest tickets 
On the Graduation 2010 Registration Form please indicate the number of guest tickets you require for your graduation ceremony in the William Aston Hall.  There is an initial cap of two guest tickets per graduand which are free subject to completing and returning your registration form by 27th August 2010.   
After this time, space permitting, any remaining guest tickets for your ceremony will be placed on sale online in the week commencing 20th September 2010. There will be a charge of £10 per ticket purchased online. 

N.B. If we receive your form after 27th August 2010 deadline you will not be entitled to the initial 2 free guest tickets and will only be able to buy guest tickets at £10 per ticket online if any remain. Therefore please allow adequate time for postage to ensure your form is with us by this date.  
All remaining guest tickets to be purchased online will be available strictly on a first come first served basis. Please also be aware that extra guest tickets bought at that time cannot be guaranteed to be near your original guest seating. Watch the Graduation webpage for more information on ticket availability and instructions nearer the time.  
Car Parking 

There will be limited car parking on site during Graduation. Additional parking may be available off site and information will be circulated nearer to the date of your ceremony.  

On the Graduation 2010 Registration Form please enter the number of car park passes you and your guests will require. These passes will be dispatched to you with your ticket packs 10 days before the ceremony. Please note a parking pass will need to be displayed for parking purposes, however due to the limited parking available a parking pass does not guarantee you a car parking space. 
Some parking on campus for those requiring special assistance will be available. 

Children attending Graduation Ceremonies

Due to the length and formality of services the graduation ceremonies can be unsuitable for young children and we ask that alternative arrangements are made.  If this is not possible, guests with young children may be requested to sit at the end of an aisle or near an exit in order that the child can be taken outside should they become restless. Due to this we request that you indicate the number of children to attend the ceremony on the Graduation 2010 Registration Form. 
Alternatively a crèche facility through Little Scholars Nursery is provided.  Call (01978) 262551 or e-mail at littlescholars@activechildcare.co.uk for more information on availability.

Please note that all children over the age of 12 months are required to have their own seat for Health and Safety reasons. Therefore a guest ticket must be requested for each child over the age of 12 months. 
Special assistance 
If you need wheelchair access or any other special assistance for yourself or your guest(s), please complete the Special Assistance section on the Graduation 2010 Registration Form including details on what accommodations are required.

Gown Hire and Dress Code

It is a requirement that you must wear academic dress for the Graduation Ceremony as  Graduation Ceremonies are formal occasions.  It is recommended that female students wear a white blouse and dark skirt/trousers and male students wear a white shirt and dark suit.  Your blouse or shirt should be buttoned so that the hood can be securely fastened. It may also be useful to bring along safety pins and kirby grips to help secure hoods and mortarboards.  
You can order your robes online through Ede and Ravenscroft at www.gownhire.co.uk.  It is essential to order your robes as soon as possible, but no later than one month before your ceremony. Refunds can be given on gowns that are no longer required. 

Photography
The photography service is also provided by Ede and Ravenscroft and photographs can be ordered online at the same time that you order your academic dress.  Please refer to the enclosed Ede and Ravenscroft information sheet for more information.
Graduation Reception
You and your guests are invited to the Graduation Reception after the ceremony to share a glass of wine or soft drink.  Food and drink will also be on sale in Scholar’s Rest, Fellows Café Bar and Chapters. Graduation lunches and afternoon teas can also be booked in Restaurant 1887, please see the enclosed flyer for more details. 
DVDs and T-shirts
DVDs of your ceremony and T-shirts with names of the class of 2010 are available for purchase directly from the various suppliers by using the enclosed order forms on the flyers provided. 
Graduation Privacy Notice
If you do not wish your name to be published in the Graduation programme or any other published announcement made by Glyndŵr University, please contact the Graduation Team on 01978 293232 or at Graduation@glyndwr.ac.uk to ask for a Request to withhold personal details form. This form must be returned to the Graduation Team by the 27th August 2010 for it to be valid.
Please note that audio and visual images of the ceremony are publicly available via the sale of personalised DVDs and photographs of the ceremony, and a live ‘on-campus’ video link-up.  By participating in this event, graduands, guests and staff consent to this publication.
Flyers
Please note there are a number of flyers enclosed in this pack which you will need to refer to for ordering any of the below:-

· Ede and Ravenscroft Gown hire

· Ede and Ravenscroft Photography ordering

· Campus Clothing flyer 

· DVD flyer

· Graduation receptions flyer

Graduation timetable 
	Date
	Ceremony
	Time
	School(s)

	Wednesday 
27th October 2010
	A
	10.30am
	Education and Community



	
	B
	2.30pm
	Art and Design and Computing and Communications Technology



	Thursday
28th October 2010
	C
	10.30am
	Business and Humanities



	
	D
	2.30pm
	Health, Social Care, Sports and Exercise Sciences



	Friday
29th October 2010
	E
	10.30am
	Science and Technology


Completing your Graduation 2010 Registration Form – Notes of Guidance
 Please refer to this guide when completing your Graduation 2010 Registration Form. 
Your Registration form must be completed and returned to the Graduation Team by the 27th August 2010 even if you are not planning on attending your ceremony. 

	Section 

 1


	YOUR GRADUATION CEREMONY INFORMATION
	Please check the details in this box are correct, in particular the spelling of your name and that the award and course are what you are currently studying on and hope to obtain. 
It is also very important that your address is correct as this will be used for all correspondence with you and to post your certificate to. 


	Section 

 2

	YOUR ATTENDANCE
	Please indicate if you will be attending your graduation ceremony by ticking “Yes” or “No” in the relevant box. 

If you tick “Yes” please continue to complete the rest of the form.

If you tick “No” you do not need to complete the rest of the form, just sign and date it and return the form to us in the envelope provided. 

Although you may not know if you have passed your course at this point, you must still inform us if you wish to attend your ceremony as there will be no guarantee that there will be any tickets available after the deadline. Refunds are available on gown orders that are no longer required.  


	Section 

 3

	GUEST ATTENDANCE
	Please indicate in this box how many guest tickets you require. 
Please note Graduands do not require a ticket. Please do not include yourself when calculating your ticket needs. 

There will be an initial cap of 2 guest tickets per Graduand which are free subject to completing and returning your registration form by 27th August 2010.   
After this time, any remaining guest tickets for your ceremony will be placed on sale online after in the week commencing 20th September 2010. There will be a charge of £10 per ticket purchased online. 

N.B. If you complete and return your form after 27th August 2010 deadline you will not be entitled to the initial 2 free guest tickets and will only be able to buy guest tickets at £10 per ticket online if any remain. 

All remaining guest tickets to be purchased online will be available strictly on a first come first served basis. Please also be aware that extra guest tickets bought at that time cannot be guaranteed to be near your original guest seating. 


	Section 

 4

	CAR PARK PASSES
	 Please indicate the number of car parking passes you require for you and your guests. 

Please note a parking pass does not guarantee you a car parking space. 


	Section 

 5

	CHILDREN IN ATTENDANCE 
	Please write the number of children under 12 months in attendance in the relevant box. Children under 12 months do not require a ticket, however please note no prams or carry cots are allowed into the Hall due to Health and Safety restrictions, so children will have to be held by an adult throughout the ceremony. 

Please also write the number of children over the age of 12 months and under the age of 6 years in attendance in the relevant box. All children over the age of 12 months will require their own seat for Health and Safety reasons and therefore require a guest ticket. 


	Section 

 6

	SPECIAL ASSISTANCE 
	Graduands 

If you the Graduand require any special assistance on the day, please tick “Yes” on the form and provide guidance in the box provided on how we can assist you. 
Guests 

If any guest(s) needs special assistance on the day, please tick “Yes” on the form and provide guidance in the box provided on how we can assist them. 


	Section 

 7

	PLEASE SIGN AND RETURN 
	Once you have completed all the information above please sign and date the registration form and return it to the Graduation Team in the self addressed envelope provided or to:-

Graduation Team 

PP6
Glyndŵr University
Plas Coch Campus

Mold Road

Wrexham, Wales

LL11 2AW


Graduation Day
Registration 
Upon arrival all students will be required to register their attendance at the Registration Desk and will be presented with their registration card and seat number. Students that do not register will not be able to collect their gown or be permitted entry into the William Aston Hall. 

It is essential that all students register and are gowned at least an hour before the start of the ceremony ready to be seated in the William Aston Hall half an hour before the start of the ceremony.     
Gowning 

Following registration, you will be directed to the gowning/robing area where Ede and Ravenscroft staff will fit your academic gown, hood and mortar board. 

You must be correctly gowned to take part in the ceremony
The Ceremony 

The ceremonies start at 10.30am and 2.30pm with an academic procession. Each ceremony will last for approximately an hour and a half. 

Please note that graduands must be in their seats half an hour before the start of the ceremony – at this time the ceremony proceedings will be explained. 

Seats for graduands are pre-allocated in alphabetical order within each course, which is the order in which the presentations will be made. Find your allocated seat as soon as you enter the Hall and then remain seated. Marshals will be in the Hall to assist you and ensure that you find the right seat. Do not change seats or position in the line up for presentation. Once you are in the allocated position you will be in the order that the presenter will read out names. 
Graduands and guests are asked to stand while the Academic Procession enters. Once the procession has reached the platform you will be asked to sit. There will be an introduction followed by the Chancellor’s welcome and then the presentation of any Fellows. The first part of the presentation of awards will then begin. The Vice-Chancellor will address the congregation after the first part of the award presentations leading onto the final part of the presentations. 

Presentation 
Staff will direct you during the presentation. At the appropriate moment you and others in your row will be asked to form a line-up to the side of the Hall. Please do not carry anything with you on to the stage. You will not necessarily return to the same seat after you have crossed the stage so you should leave all items i.e. cameras, handbags etc with your guests. 
Graduands must wear their academic caps, hats or mortarboards during the ceremony and when processing out of the auditorium. 
Once all presentations have been made and awards have been conferred, the recessional music will begin. You are asked to stand up and wait for the stage party to leave the Hall. Do not move from your place until directed by a Marshal. 

Guests

Seats for guests are pre-allocated separately from the graduands. All guests must have a ticket or they will not be permitted to enter the Hall. Marshals will request to see valid tickets and will assist guests in finding their seats. Guests are asked to remain in their seats at the end of the ceremony until the Academic and Graduate Processions have left the Hall.

Photography

Photographs can be taken during the ceremony but we kindly ask that you do not obstruct the view of any other guests or the aisles. Photographs of your presentation to the Vice Chancellor can be ordered from Ede & Ravenscroft.
	Useful contacts

Glyndŵr University website
	www.glyndwr.ac.uk/Studentsupportservices/en/Registry/Graduation/

	Graduation Team
	Academic Office 

Tel:-01978 293232

Email: - Graduation@glyndwr.ac.uk 

Address: - 

Academic Office PP6

Plas Coch Campus

Mold Road

Wrexham 

Wales

LL11 2AW



	Gown Hire and Photography 
	Ede and Ravenscroft 
www.edeandravenscroft.co.uk/graduation-services/

	Graduation Commemorative items
	www.campusclothing.com

	Graduation DVDs
	http://www.mcvideo.co.uk/graduation/

	Graduation Reception bookings
	Contact Sarah Fisher on 01978 293494 or email catering@glyndwr.ac.uk

	Check your student details 
	http://www.glyndwr.ac.uk/Studentsupportservices/en/Studentinformation/
click on “check your student record”


Important dates 
	Deadline for return of:-

· Registration forms, 
· Clearing of all debt 

· Signed “request to withhold personal details” form. 

	27th August 2010

	Date any remaining guest tickets go on sale.
	Week commencing 20th September 2010


What to do now checklist

	(
	Check the details on your Graduation 2010 Registration Form are correct. 

	(
	Go online to check your student record details are correct

	(
	Complete and return your Graduation 2010 Registration Form to tell us if you are coming to your ceremony or not, as well as telling us how many guest tickets and parking passes you will require, how many children will be in attendance and if you or any of your guests require any special assistance. Deadline 27th August 2010  

	(
	Book your gown with Ede and Ravenscroft

	(
	Book the photography option you want with Ede and Ravenscroft 

	(
	Pre order any DVDs or commemorative merchandise

	(
	Book any Graduation lunch/ afternoon tea receptions  

	(
	Clear any outstanding debt you have to the University 

	(
	Contact us to ask for a “request to withhold personal details” form if you do not wish for your name to be published in your Graduation programme or any other published announcement made by Glyndŵr University


RETURN OF INFORMATION

Please return your Registration Form in the self-addressed envelope provided, or to: 
Awards Days Co-ordinator PP6
Glyndŵr University
Plas Coch Campus

Mold Road

Wrexham, Wales

LL11 2AW
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