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To contact us: 

 

MADD Canada, 2010 Winston Park Drive, Suite 500, Oakville, ON   L7S 1C7 

1-800-665-6233 

info@madd.ca  

madd.ca  

 

 

 

 

MADD Canada wishes to thank Linda Hunter, author of An Unforgettable AFTER-GRAD,  

for her generous support and the use of the templates she developed.  

To contact Linda for more information or to order her book, email safeaftergrad@shaw.ca or  

visit www.safegradevent.com 

mailto:info@madd.ca
http://www.madd.ca/
mailto:safeaftergrad@shaw.ca
http://www.safegradevent.com/
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MADD Canada’s A Night to Remember Program 

Background 

At MADD Canada, we know that young drivers are over-represented in the number of fatalities and serious 
injuries on our roads. In recent studies, 16-25 year olds constituted 13% of the population, but made up 
almost 33% of the alcohol-related traffic deaths. These alcohol-related crash deaths help explain why 16-19 
year olds are almost 15 times more likely to die per kilometre driven than their parents. Despite all of our 
efforts, traffic crashes remain by far the largest single cause of death among 15-24 year olds and 
approximately 45% are alcohol-related. 

MADD Canada is committed to change these statistics and eliminate death and injuries on our roadways due 
to impaired driving. We are already working with schools to show the tragic results and consequences of 
impaired driving. Our School Assembly Program tours across Canada and is presented to more than 1 million 
students.  

High school prom and graduation is a time to celebrate. Unfortunately many of the all-night after parties 
following the main event are held off-site and involve the use of alcohol and/or drugs. No matter how parents 
try to supervise and control the amount of alcohol that is consumed, the risk remains too high. Too often the 
fun turns to tragedy, particularly when alcohol or drugs are mixed with driving.  

MADD Canada has developed A Night to Remember, a program for Safe, Dry, Prom After-Parties that we hope 
will be adapted by schools all across the country. The evening is a night that all grads and their guests will 
remember. This high-energy party has a wide variety of entertainment going on continuously throughout the 
night, draws for some terrific prizes and lots of food. The entire evening is alcohol and substance free and is 
strictly supervised by adult volunteers. The goal should be to have 100% attendance of all the graduating 
students. With proper planning and the dedication of the staff, parents and volunteers that it is possible. 

The event starts immediately following the prom or graduation ceremonies and the after-party is included in 
the price of the ticket. It ends at 5 or 6 a.m. when parents pick their grad up. At some parties, breakfast is 
served before they leave.  

A Committee is formed early in the school year (September/October) and is comprised of parents, school 
officials, community partners (i.e. police, public health workers, MADD Canada) and students (could include 
Grade 11 and 12 students).  



 

6 
 

 

 

In this Handbook you will find schedules, templates, and all the information you will need to make this a 
successful event.   

Sub-committees could be formed for the following areas: 

 Venue (on school property or offsite) 

 Food 

 Entertainment 

 Registration 

 Media  

 Finance/budget 

 Security 

 Grad gifts/prizes 

 Transportation (if needed) 
 

 Key Principles of A Night to Remember 

The school needs to identify the highest-risk event of the year for graduating students. Typically it is prom 
night. To be effective, the After-Party must take place immediately following the prom or the graduation 
ceremonies (the same night). 

Students and their guests will sign a letter of agreement that alcohol and drug use prior to, or at the party, are 
strictly prohibited. Any student or guest who violates this agreement will be removed immediately, not 
allowed re-entry and there will be no refund of their ticket. Security personnel are to be provided in all areas 
of the party. Participants are required to respect them.  
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Why do we need to change? 

The headlines tell the story: 

Two teens dead, three injured in crash after prom 

Published: March 5, 2017 

MOAB — Two teenagers were killed and three more were injured after their vehicle crashed the morning after 
prom, police confirmed. The vehicle was headed north on La Sal Loop Road about 7:30 a.m. Sunday when the 
driver sped around a curve, rolling the vehicle several times, San Juan County Sheriff Rick Eldredge said. 

Three of the teenagers weren't wearing seat belts and were ejected during the crash, Eldredge said. Two were 
pronounced dead at the scene. Police do not know whether the two teens who were not thrown from the 
wreck, including the driver, were wearing seat belts, Eldredge said. The three surviving teenagers were taken 
to Moab Regional Hospital in serious to critical condition and were later taken by helicopter to other hospitals. 

Speed is considered a factor in the crash, Eldredge said, and alcohol is also being investigated a possible 
contributor. The teenagers were together after attending junior prom, according to police. 

 

Prom night killing: Slain grad had consumed very little alcohol before 
he died 

Published on: January 27, 2017 

It has been billed as a drunken, deadly prom-night brawl, but the young St. Pat’s grad who was slashed and 
stabbed to death on June 7, 2014, arguably had the clearest mind, as toxicology results show that he had 

consumed only the equivalent of a half pint of beer leading up to his killing. 

Brandon Volpi’s toxicology results were revealed during testimony by respected forensic pathologist Dr. 
Christopher Milroy at the second-degree murder trial of Devontay Hackett on Friday at the Ottawa courthouse. 

Dr. Milroy testified that Volpi, 18, died from a fatal stab wound to the heart around 3:30 a.m. on June 7, 2014, and 
was pronounced dead at 5:06 a.m. 

Volpi, a tall, handsome grad, had agreed to walk a friend back to his neighbouring downtown hotel because his 
classmate feared Hackett. The jury — four women and eight men — has heard that the friend turned to Volpi for 
help because he recalled that he always had his back. 

Seconds after Volpi started escorting his friend from Les Suites Hotel to Novotel, a vicious, seconds-long brawl 
ensued, and ended in homicide. Cellphone video footage of the deadly brawl, captured by hotel guests leaning 
over their balconies, has been shown again and again to the jury. The video is blurry and not an authoritative 
account of what happened. 
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Volpi, by all courtroom accounts, was a stand-up guy who had his friends’ backs. And the night he had Mauricio 
Rodriguez’s back, he was slashed and stabbed to death after the Class of 2014 prom party. 

Court heard that, after being stabbed, Volpi clutched his bleeding neck and shouted angrily, “Who did this? Who 
did this?” 

Volpi was dying fast and starting to lose his strength. He laid down at the foot of the statue of Venezuelan military 
and political leader Simon Bolivar, in front of the hotel. Volpi was in shock and didn’t understand the severity of his 
wounds, and his words suddenly stopped making sense. 

“I tried to keep him talking. He got more pale and after a while his eyes rolled back,” a security guard told court. 

Hackett has pleaded not guilty and his trial continues Monday morning in Courtroom No. 34 at the Elgin Street 
courthouse. 

Heartbroken parents find their daughter, 18, dead in her sleep hours after they took her home 

from prom where she had been 'drinking alcohol' 

 
PUBLISHED: 00:58 BST, 25 May 2016  

Police in Minnesota say a high school senior who died after attending her prom had been drinking before her 
death. 

Anna Jaskulka, 18, was found unresponsive in her room after her parents brought her home from the North St. 
Paul High School's prom Saturday night. 

Her parents called 911 and when police arrived at the Maplewood home around 11.08pm, she was in full cardiac 
arrest, Twin Cities Pioneer Press reported.  
 
The teen's shocking death remains under investigation, but police say she had been drinking that night and are 
unclear if she ingested other substances, Maplewood Police chief Paul Schnell stated.  'We are hopeful that 
(through) our investigation we will be able to ascertain if there were other substances in her system and (if 
so), what those were and where she got them,' Schnell told the newspaper. 'We have been able to confirm 
that she had been drinking.' Jaskulka's autopsy and toxicology reports are pending.   
 
Schnell said that her parents are 'devastated' by the tragedy. He is advising students to be cautious as the 
school year comes to a close.  'We always talk about these potential tragedies and this was certainly one of 
the tragedies we would hope any community and certainly any parent would avoid,' Schnell told the Pioneer 
Press. 
'Our heart goes out to them and we only hope that (Anna's) death serves as a reminder, as we exit prom 
season and enter graduation season, of the importance of making really good decisions.' 
 

http://www.twincities.com/2016/05/23/north-st-paul-prom-death/
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What is a safe/dry prom or grad? 

There are safe/dry proms and grads where: 

a) The school portion is alcohol free, but there is a big after party organized by students where drinking 
occurs. 

b) The school portion is alcohol free but there is an organized after party by parents and sometimes 
involving the school and police. 

c) The safe/dry event is run by the school and all activities are alcohol free. 

Key reasons to host a MADD Canada Night to Remember are: 

  Alcohol free 

 Planning involves the school administration, parents and  students 

 Focus is on changing a cultural expectation of getting “loaded” on their graduation night 

 Prevent alcohol-related injuries or deaths 

 Valuable learning experience for young people on celebrating life’s milestones without alcohol 

 Inclusive model – not dependant on popularity of the student 

 Prevents the Prom After Party 

 Focus is on fun 

 Safe transportation home is provided 

Format for the evening 

  Earlier in the year, a planning committee of teachers/parents/students/police meet regularly to plan 
the event. 

 The night of the prom/grad, a committee of parents/security/police/other volunteers meet to set up 
the venue. 

  When prom event ends (e.g. 11 pm) students are escorted or bussed to the Night to Remember venue.  

  Their bags are searched for alcohol and they are admitted to the venue.  

  Students change into casual clothing and enjoy a selection of entertainment activities until 5 a.m. 
when they are picked up by parents.  

 Students are not allowed to leave the event early unless picked up by a parent. 
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Key elements for success  

 Must be well planned and organized to run smoothly.  

  Needs grads’ buy-in. 

 Needs to be promoted to the grads as a “cool” event and one they won’t want to miss. 

 Entertainment should be chosen by students. 

  Attractive draw prizes that are advertised.  

 Safety and security is very important.  

 Lots of food and water, juice or soft drinks to avoid dehydration. 

 First year of implementation will be critical to the success of the program. Must be an awesome event!  

  

Getting started (first 2 months):  

 Meet with School Administration and confirm dates 

 Meet last year's Prom Committee 

 Attend Parent Advisory Group/Council Meeting 

 Create Initial Parent Contact List 

 Participate in School Prom Meeting 

 Research & Select Venue 

 Create Prom website or school website Prom page 

 Develop Prom Committee 

 Prepare Prom article 

 Update Parent Contact List 
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Letter to Parents of Graduating Students 

Plans are underway for an exciting and unique party for the graduating class of (name of school). An alcohol- and drug-
free party called A Night to Remember is planned for (date) immediately following the formal Prom. A safe dry prom 
after-party can be a new tradition that we believe the students deserve, and one that is celebrated all across Canada 
with great success.  

This all-night party following the Prom is organized by students, parents, school administration with assistance from 
community partners and MADD Canada (Mothers Against Drunk Driving). It is chaperoned by volunteers, including 
parents and local police. 

We are planning a host of activities and entertainment and are collecting donations and prizes that will be given away 
throughout the evening and early hours of the morning. We need your help to make this evening a success. Please 
complete and return the form below to the school office by (date) to take part in this important and exciting event.  

My child: _________________________________________(name) has permission to attend this event. 

_______________________________________       ___________________________________________ 

Parent’s signature     Phone number for verification 

I would like to volunteer with this alcohol- and drug-free graduation party. You can count on my assistance in the 
following areas. (Please number from 1 to 10 in order of your preference. 

___ Fundraising  ___Decorations  ___ Advertising    ___Security   ___ Coat Check 

___Entertainment ___Food  ___Prizes  ___ Ticket Sales ___ Clean-up 

 

Name, address 

 

Daytime phone       Email   

My business would like to donate a prize or cash to help make this graduation party a success! Type of prize or amount 
of donation: _________________________  Please make cheques payable to (school). 

 

Your name      Business Name 

 

Address 

 

Daytime phone      Business email 
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VENUE QUESTIONS  

GENERAL RULES & GUIDELINES  

 How large is the overall space and smaller function spaces -can it accommodate our group size? Review spaces 
with “air walls” that can be divided into smaller spaces 

 Are there any spaces that would serve as “rain backup” if the weather does not cooperate? This will affect 
registration/entrance as well as any outdoor games/activities (inflatables)  

 May we include any outdoor spaces as part of the event and if so, is there a way to enclose those spaces, such as 
perimeter fencing.  Can the venue provide a perimeter? 

 What parking is available, and are there any associated costs? 

  Is the venue wheelchair accessible? 

 Are there any bylaws/rules or restrictions that we need to be aware of such as surrounding traffic, parking, 
noise, and can we control access or man all entrances and exits? 
 

 How late can the event go? Sometimes additional charges apply to late night/early am events 
 

 Are there any exclusive or preferred supplier contracts? For example, some venues have a list of preferred 
suppliers or hold exclusive contracts with suppliers including caterers, audio visual (sound & lighting) or  security 
firms  and you must use those suppliers for your event 

 
 Are there any rules/restrictions on what can and cannot be brought into the venue, including food & beverage 

(items such as bottled water can be very expensive to purchase from venue/ caterer, providing your own can 
save in cost), candles with open flames, etc. 
 

 Does the venue have storage and/or refrigeration facilities that can be used for incoming items, and can items 
be brought in prior to the event date if required? 

  
 What coverage is supplied under your venue insurance, and what additional event or liability insurance do we 

need to secure? Ask for a copy of their insurance or a written certificate outlining what is/isn’t covered – offer to 
provide your event liability or society insurance certificate once it’s available 
 

 Are there any rules about rigging or hanging signage, decorations, taping walls, dropping balloons or scattering 
confetti? 
 

 Are there any additional permits we need to provide? 
 

      

FACILITY & AMENITIES  
 Is there wireless available in all or any of the spaces? 

 
 Is there an existing stage and/or dance floor, or do we need to provide them? 

 
 Are there additional rooms that might be used for volunteers, wellness &rest, performers/suppliers, and can this 

be included in the price of the venue space? 
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 Is there an existing sound system and in what space (s) is it available? There may be a number of activities going 
on simultaneously, so sound overlap is a consideration 
  

 Is there any existing seating/tables, if not, how many dining/buffet tables can be accommodated and in what 
spaces? 
 

 What washroom, coat check, garbage and recycling facilities are available? 
 

 What is in place for first aid, evacuation/emergency plans etc.  
 

CONTRACTS & COSTS  
 Will you be personally handling our event? If not, who will be our main contact person, what is their direct 

contact information, including a cell phone number? 
 

 May we see a copy of your standard contract? 
 

 What is the rental cost for the venue and are there any other additional costs associated with rental.  What is 
included in the rental fee, what is not included?  

 
 Are there any complimentary products/services included in the contract or available at no extra charge?  Some 

venues stock a limited supply of linens, or have an onsite sound & lighting technician. Some activities & rentals 
such as swimming, and hockey/tennis equipment in a leisure centre may be included with a venue rental. 

  
 Are there additional fees, including janitorial or cleaning costs, SOCAN fees (music licensing), staff overtime 

charges if the event runs over the scheduled time? 
   

 Do you require a deposit in order to hold the date for our event, and if so, how much of a deposit and when is it 
due?  When would the balance owing be due? What is your cancellation policy? 

  
 Is there a discount applicable if we pay by cash or cheque, rather than by credit card? 

 

Try to provide the following event details to the venue; it will assist them in quoting:  

 The event date/timing  

 The group size ( the size of grad class plus 10-15% extra for guests)  

 The approximate number of onsite volunteers and suppliers (allow 25-30 for a group of 200, or 15% of the total 

guest number) 
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SCHOOL LOGO                                       
 

A Night to Remember – An Unforgettable Prom After Party 

 

SAMPLE EVENT FLOW  

“PARKLAND PARADISE”  

TIMING  ROOM/AREA  _____ ACTIVITY/EVENT____________________ 

 

 

10.30 – 11.00 pm   Transfer to After-Grad Buses & Escorts, Novelties, 

       Security, Coat Check  
 

10.45 – 2 am                Nightclub                              DJ, Dancing, Dance Contests  

 

10.45 pm – 3 am         Main Concourse  T-Shirts, Tattoo Artists, Magician,   

Caricaturists, Hot Dog & Popcorn vendors, Pizza Kiosk, Rock 
Band, DDR, Beach Relay 

         

10.45 pm – 3 am         Games Room/Lounge Karaoke, Photo Loop, Video 

 Games, Arcade Games, Air 

Hockey, Foosball, Photo booth, Contests (Limbo & Hula) 

  

10.45 – 3.30 am  Casino       Poker, Blackjack, Wheel, Billiards, 

   Bingo  

     

10.45 – 4.30 am  All rooms                   Buffets - Veggies, Snacks, Dessert items, Granola Bars, Fresh   

  Fruit,   Bottled Water,   Soft drinks, Coffee   

 

2.00 – 2.30 am  Nightclub   Live Band performance – ½ hour  
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2.30 – 4.00 am  Nightclub    Hypnotist performance – 1 ½ hours   

 

 

4.00 am  Nightclub  Grad Prize Draw  

 

 

4.45 - 5.00 am   Main Concourse  Coat check, sign out & bus transfer home   

 

 

5.30 am  Venue     Bus arrival, Parent pick up   
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SCHOOL LOGO                                       
 

A Night to Remember – An Unforgettable Prom After Party 

 

AFTER-PROM ENTERTAINMENT SURVEY  

School name  is proud to announce its 1st annual all night After-Prom at venue location on date and time (immediately 
following the School sponsored Prom)  The After-Prom committee wants this to be an exciting and memorable event 
and you can help create your very best After-Prom by completing this survey. 

 

Please select 2 possible themes from the suggestions below or provide your own suggestion: 

Viva Las Vegas ___ Around the World ___Glitz n Glamour ____ The Red Carpet/Hollywood _____ 

Tropical _____ Black & White _____ Mardi gras _____ Masquerade _____ Jungle/Safari _____ 

Movies n Musicals ____ Nautical ____ Sand n Surf/Beach ____ Winter Wonderland ____ 

Some of the activities we may include are:  

 A nightclub with dancing, dance contests, music videos 
 A live performance by a hypnotist/comedian 
 Interactive entertainment such as magicians, caricature artists, airbrush tattoos, t-shirt signing 
 A games room & lounge  with arcade & video games, karaoke, a photo booth and much more 

 All night buffets with fresh, hot pizza, hotdogs, popcorn, finger foods, snacks, and beverages   
 

This is your chance to have your say, so please take the time to let us know how to create the best ever After-Prom!  

Do you want the DJ to offer dance contests, song requests, music videos? ________________ 

Would you like to include a live band performance? _____ Suggested band? _______________ 

What other entertainment would you like to include?   _________________________________ 

Which arcade games would you like to play?  ________________________________________ 

Which video games would you like to play? _________________________________________ 

Do you want Foosball? ________ Air Hockey? __________    Any other games? ___________ 

Would you like us to show a movie, sports event etc. on a TV or screen?  _________________ 
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What foods would you like to see on the buffet? ______________________________________ 

Any other suggestions or comments: ______________________________________________ 

 

 

 

Grad name: ___________________________________________ 

Thanks for your input! We will be compiling this information and provide as many areas of entertainment as funds 

permit. 

 

Note: The After-Prom is a school supported, not a school sponsored event, and Attendance Agreements & Parental 
Consent Forms are required for participation.  Please return this form to the school office or a grad exec member by 
November 15th.            THANKS!  
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SAMPLE AFTER-PROM SURVEY REPORT  

SURVEY QUESTION   
1st 
CHOICE 2nd CHOICE  NOTES  

Theme suggestion  
Black & 
White  Jungle/Safari   

Do you want the DJ to offer 
dance contests, song 
requests, music videos?  

Contests & 
Spot 
Dances - 45     

Will request some contests and spot dances 
from the DJ  

Would you like to include a 
live band performance, 
suggested band? 

49 Yes, 18 
No    

We will invite the local band "Couch:85" to 
play for a half hour  

What other entertainment 
would you like to include? Laser Tag   

Can't accommodate - venue space 
restrictions & safety regulations  

  
Limbo 
Game   

This will be included along with some other 
fun "tropical" contests - with prizes  

  Mini Golf    
Can't accommodate - venue space 
restrictions & safety regulations  

Which arcade games would  
you like to play? 

Pac man - 
34 Pinball - 15  

Both are available and may be rented for the 
event  

Which video games would 
you like to play? 

Rock band - 
12 

Guitar Hero - 9 
Halo - 8   

All are available and all 3 will be included in 
the event  

Do you want Foosball, Air 
Hockey , any other games? 

Foosball - 
66  Air Hockey- 63  

Will have both at the event .  Pool/billiards 
was also requested, see below  

Would you like us to show a 
movie, sports event etc. or 
on a TV or screen  Yes - 53   

There will be music videos playing in the 
nightclub, and we will add a movie to fit the 
theme  

What foods would you like to 
see on the buffet?     

Pita and hummus, veggies & dip, potato 
chips, sandwiches, brownies  

Any other suggestions or 
comments ? 

Pool Table -
29   

Pool had the most votes in this category - If 
budget & space allow, we will rent a pool 
table for the event  

  TWISTER    We will include TWISTER in the Games Room  
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SAMPLE AFTER-PROM QUOTE SHEET (budget area) 

Supplier Name  #  Unit Cost   Sub Total   

PST/ 
GST/ 
HST   Total   Notes  

Number of Guests  200           

DJ Services - Nightclub  1  $ 1,000.00  
 $  
1,000.00   $  120.00  

 $   
1,120.00  

Cost includes Sound & 
Light package  

Hypnotist/Comedian - 90 min 
show 1  $ 2,000.00  

 $  
2,000.00   $  240.00  

 $   
2,240.00  

Requires bottled 
water, 24 chairs 
onstage, mic 

Magician - 4 hr call  1  $    500.00   $     500.00   $    60.00  
 $      
560.00  Main Concourse  

Caricaturist- 4 hr call  2  $    400.00   $     800.00   $    96.00  
 $      
896.00    

Tattoo Artist - All Colours Inc. 
- 4 hr. call  1  $    500.00   $     500.00   $    60.00  

 $      
560.00  

Requires deposit & 
signed contract 

Photo Booth - 4 hr. Call 1  $ 1,250.00  
 $  
1,250.00   $  150.00  

 $   
1,400.00  

Includes attendant, set 
up & teardown 

T-Shirts  1  $    500.00   $     500.00   $    60.00  
 $      
560.00  White, no logo  

Photo Loop Screen Rental  1  $      25.00   $       25.00   $      3.00  
 $        
28.00  Rental from venue  

Arcade Games Rental  1  $    750.00   $     750.00   $    90.00  
 $      
840.00  Pinball, Pac Man  

Pool Table Rental  1  $    525.00   $     525.00   $    63.00  
 $      
588.00  Incl  set up/teardown 

Foosball, Air Hockey  1  $            -     $            -     $          -     $              -    
per survey results, 
prize budget   

AV - TVs, DVDs, Screens  1  $    800.00   $     800.00   $    96.00  
 $      
896.00    

Video Games  1  $            -     $            -     $          -     $              -    
per survey results, 
prize budget  

Bingo Sound System  1  $    200.00   $     200.00   $    24.00  
 $      
224.00  Rental from venue  

Raffle Drum rental 1  $      20.00   $       20.00   $      2.40  
 $        
22.40  Incl dlvry, pickup  

Contests & Prizes  1  $    150.00   $     150.00   $    18.00  
 $      
168.00  Props, novelties 

              

Total - Entertainment, Games & Contests   
 $ 
10,102.40    
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  AFTER-PROM SUPPLIER CONTACT LIST  

Co Name 
Product  
Service  

Last 
Name 

First 
Name 

Office 
Phone Email  

Onsite 
Cell  Address  
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AFTER-PROM EVENT BUDGET  (AS OF date)  

Carryover from previous year's After-Grad              

Projected ticket sales - based on $90.00 per x 200              

Income from local town council              

Fundraising – bottle drive  campaign              

Fundraising – grocery cards campaign              

Private donations              

TOTAL PROJECTED STARTING INCOME      $0.00       

              

 ITEM DESCRIPTION   #  COST   SUB TOTAL  

PST/ 
GST/ 
HST   TOTAL    %  

TRANSPORTATION (5-7%)             

double decker shuttle -dinner/dance to AG venue 1           

Bus return transfer to the town centre  1           

            #### 

OPERATIONS & SECURITY (18-20%)             

Venue rental - includes security, janitorial, SOCAN 
fees 1           

Event/liability Insurance  1           

ID Wristbands - internet purchase  1           

Flashlights for bus loading, clothing handout 
(donated)  1           

Privacy screens for wellness room - venue rental  4           

Wellness room supplies - meds/first aid supplies  1           

School first aid kit - on loan for the event  1           

Coat check tags - donated by local business  1           

Radios for onsite coordinators - 4 Supervisors  4           

Washroom amenities   1           

            #### 
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 ITEM DESCRIPTION   #  COST   SUB TOTAL   HST   

 
TOTAL    %  

DECORATIONS (10%)             

Grad and volunteer novelty Items  1           

Flashing welcome sign (donated) 1           

Red carpet, stanchions, ropes,rope lighting, install 
and year Down (50', 12 posts,10 ropes) 1           

Entrance rope & twinkle lighting, up lighting  1           

Arrival theme giveaways - Leis  1           

Buffet table linens, centrepieces, tea lights  1           

Dining table linens, centrepieces, tea lights  1           

Theme props, plants, incl delivery, install, teardown  1           

Volunteer costumes, including casino dealers, servers  1           

          
 $                 
-    #### 

FOOD & BEVERAGE (15%)             

All night buffets - incl passed trays, platters, fresh 
pizza, dessert Items   1           

Food for parent volunteers - based on 45 volunteers  1           

Beverages - including welcome mocktail, soft drinks, 
fruit juice, bottled water, coffee  1           

Popcorn machine - rental, delivery, install, pickup, 
supplies  1           

Hot dog machine - rental, delivery, install, pickup, 
supplies  1           

          
 $                 
-    #### 

 ITEM DESCRIPTION   #  COST  
 SUB 
TOTAL   HST   

 
TOTAL    %  

ENTERTAINMENT, GAMES, & CONTESTS 
(45 - 50%)             

DJ services, Karaoke services including all sound/tech  1           

"Live 2.30 - 4 am  show" - Hypnotist .Comedian  1           

Magician - 4 hour call  1           

Caricaturist - 4 hour call  1           

Caricaturist (2nd) - 4 hour call  1           

Airbrush Tattoo - 2 artists, 4 hour call  1           

Photo Booth  - 5 hour call, delivery, install, tear 
down, all supplies, and attendant    1           

T-Shirt Table, incl shirts, pens for 200  1           

Photo loop screen rental  1           

Stand alone arcade games ( Pinball Machine, Pac 
man)   1           

Pool table rental  1           
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Foosball - Prize budget, becomes a prize after event 
use 1           

Air Hockey - Prize budget, becomes a prize after 
event use 1           

Audio Visual - TVs, DVDs, screens  1           

Video game systems - Prize budget, becomes a prize 
after event use 4           

PA sound system rental for bingo game/casino  1           

Prize draw raffle drum - rental,dlvry, pickup  1           

Contest props and prizes  1           

          
 $                 
-    #### 

FUNDRAISING, PUBLICITY, PRIZES, MISC 
(5-10%)             

Event ticket printing  1           

Raffle ticket printing  1           

Thank you ad in the local newspaper  1           

"just in case"  money  1           

              

          
 $                 
-    #### 

Subtotal of Expenses :  
    

 $                 
-    #### 

Balance (projected Income minus projected expenses)      
 $                 
-      
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SUPPLIER QUESTIONS  

 Are you available on (date) the night of our event? 

 What types of services or products do you provide?  

 What is the cost of your service or product – there may be a catalogue or tariff list for all available products and 

services.   

 How long have you been in business? 

 Do you have event/liability insurance and can you provide a current certificate?  

 Have you worked at/for a dry grad event before? 

 How much space do you need, what size of footprint and any technical/power requirements? 

 What is included with the service costs and what costs are additional? – consider delivery, installation; tear 

down, cleaning or repairs etc.   

 How long do you need for teardown/pickup following the event? 

 Can you provide “green” or “environment friendly” products?  

 Will you be personally handling our event? If not, who will be our main contact person, what is their direct 

contact information, including a cell phone number? 

 May we see a copy of your standard contract? 

 What are your payment terms – do you require a deposit and if so, how much and when is it due? What is your 

cancellation policy?   

 When would the balance owing be due? Is there a discount applicable if we pay by cash or cheque, rather than 

by credit card? 

 Can you provide three references? 

 

Try to provide the following event details to the supplier; it will assist them in quoting:  

 The venue and specific location within the venue where that supplier/ product will be located.  

 The group size (base this on the size of grad class and allow 10-15% extra for guests plus the number of 

anticipated volunteers – 15% of the total guest number)  

 The call time, or the amount of time you will need the supplier/product to be onsite?  
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FOOD PROVIDER QUESTIONS  

 Do you have any particular style of food or menu items that you specialize in?  

 What food items do you suggest for an overnight event and teen audience?  

 Can you provide a “specialty themed” item to include in the menu?  

 How do you address/handle dietary restrictions/food allergies?  – consider vegetarian/vegan, kosher, gluten free. Can you 
provide special buffet signs? 

 What costs are included in your contract and what costs are additional? – consider set-up, rentals, clean-up, staffing, 
overtime, service gratuities etc.  

 Do/can you provide linens, glasses, serving pieces, silverware, tables & chairs, and decorations? Can you provide “green” or 
“environment friendly” products?  

 What color & style of linens, glasses, plates, and accessories are available?– consider theme, ease of service -buffet style, 
service pieces – less silverware 

 Will personally handle our event? If not, who will our main contact person be, and what is their direct contact information, 
including a cell phone number? 

 How much time will you need for set-up and clean-up? 

 Will you provide food for the suppliers/performers and volunteers that are onsite working the event and if so is there an 
extra charge? 

 What would the cost-per-person be? (There may be set menu prices/per person pricing to choose from. Can we reduce 
costs by handling anything ourselves? 

 Can extra non perishable food be packaged/taken to the school to reduce waste? 

 Can we see a copy of your standard contract? 

 What are your payment terms – do you require a deposit and if so, how much and when is it due? What is your cancellation 
policy?  

 When would the balance owing be due? Is there a discount applicable if we pay by cash or cheque, rather than by credit 
card? 

 Can you provide three references? 

Try to provide the following event details to the supplier; it will assist them in quoting:  

 The event date/timing, venue and specific location within the venue where they/their products will be located.  

 The group size ( the size of grad class plus 10-15% extra for guests)  

 The approximate number of onsite volunteers and suppliers (allow 25-30 for a group of 200, or 15% of the total guest 
number) 
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PERFORMER QUESTIONS  

 Are you available on (date) the night of our event? 

 What types of performances/shows do you provide?  

 How long have you been in business/performing? 

 Do you have event/liability insurance and can you provide a current certificate?  

 Is there a video/DVD we can view, or an upcoming performance we can attend?  

 Have you ever worked at a dry grad event or for a teenage audience? 

 What is the cost of your performance/show?  Are there any additional costs associated with a late night 
performance?  

 Do you supply everything, if not what do we need to provide? 

 What are your technical requirements? 

 How long do you need for teardown (important if there is another performance before/after this one) 

 How much space do you need, what size of footprint? 

 Do we need to provide food/refreshments and/or a green room? (a room for them to change, refresh, rest etc, a 
private space) 

 Will you personally handle our event? If not, who would my main contact person be, and what is their direct 
contact information, including a cell phone number? 

 May we see a copy of your standard contract? 

 What are your payment terms – do you require a deposit and if so, how much and when is it due? What is your 
cancellation policy?  

 When would the balance owing be due? Is there a discount applicable if we pay by cash or cheque, rather than 
by credit card? 

 Can you provide three references? 

Try to provide the following event details to the supplier; it will assist them in quoting:  

 The event date/timing, venue, specific location within the venue where the performer will be located.  

 The group size (base this on the size of grad class and allow 10-15% extra for guests, plus the number of 
anticipated volunteers – 15% of the total guest number)  

 The call time/performance time (how long do you need the supplier to perform  
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SCHOOL LOGO                                       
 

A Night to Remember – An Unforgettable Prom After-Party 

 
Date  
 

Dear  

As you are a member of the local business community, we would like to ask for your assistance in providing funds or a 
donation to be distributed as a “prize” to students from the school name graduating class of year.  Every June, 
approximately 200 students graduate from school name.    

Again this year, school name parents are hosting a school supported “safe, dry” (drug and alcohol-free) grad celebration 
on event date, immediately following the school sponsored formal ceremony and dinner/dance.  The evening represents 
6 hours of unforgettable activities and entertainment filled with dancing & karaoke, arcade & video games, interactive 
contests, temporary tattoos, magicians, caricaturists, a live performance by a hypnotist, and so much more.  The night 
culminates in an exciting prize draw that sees every grad going home with a wonderful prize and some lifelong 
memories.  

Our event relies on a great deal of volunteers and community support.  While the event is partially funded by ticket 
sales, much of the money raised is through local businesses, right here, in our school community. Your support in 
helping us raise these funds goes a long way to providing some exciting prizes while at the same time, encouraging 
students to choose a safe, alcohol-free environment in which to celebrate their graduation.  We hope that you will be 
interested in assisting us with a donation; any contribution is greatly appreciated.  If you choose to support this 
initiative, we will be pleased to acknowledge your donation on our school name/grad/society website, in our parent 
newsletter, and in our local newspaper.  

We encourage you to visit our website/page at website address to read more about our event and our efforts to keep 
our grads safe on graduation night.  If you would like more information or have any questions, please contact me.   And, 
we would be happy to make arrangements to pick up your donation at your convenience.   

School name parents hope that the success of this all night safe, dry grad event will continue for years to come.  We 
encourage you to be a part of this tradition that encourages a safe and healthy community and thank you in advance for 
your support. .   

With our kindest regards,  

 

Grad Chair name  

School Name After-Prom Committee  

Phone  

Email 
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SCHOOL LOGO                                       

A Night to Remember – An Unforgettable Prom After- Party 

Date  
 

Dear  

As a prominent member of the local business community, we are writing to ask for your assistance in raising funds to 
distribute as tuition prizes for approximately 200 students from the school name graduating class of year.  As you may 
be aware, tuition prices have been steadily increasing over the past few years.  For example, a typical year at the local 
university name will now cost approximately $5,000 for tuition and fees and another $1000 for books.  Most students 
will require some kind of assistance to complete a post secondary education whether at a university or elsewhere. 

Again this year, school name parents are hosting a school supported “dry” (drug and alcohol-free) grad celebration on 
event date.  At this all night event, we hope to give away three tuition prizes (each worth approximately $1500) to assist 
students in funding their post secondary education.  Only those students attending the dry grad event will be eligible to 
win one of the tuition prizes.  Your support in helping us raise these funds will assist students to finance their education, 
while encouraging them to choose a safe, alcohol-free environment in which to celebrate their graduation. 

We hope that you will be interested in assisting these local students to achieve their goals by contributing $100 or more. 
School name will administer the tuition prizes; once a student enrols in a post secondary institution (including 
universities, colleges, trade and vocational schools), the monies will be paid on the student’s behalf.   

We will acknowledge all tuition donations on our school name/grad/society website, in our parent newsletter and local 
newspaper.  If you are willing to support our initiative, we are happy to arrange for pick up of your contribution (all 
cheques should be made payable to school district name). Please contact school name and phone number.  

We encourage you to visit our website/page at website address to read more about our event and our efforts to keep 
our grads safe on graduation night.  If you would like more information or have any questions, please contact me.    

School name parents hope that the success of this all night safe, dry grad event will continue for years to come.  We 
encourage you to participate in this tradition that encourages a safe and healthy community and we thank you in 
advance for your support.  We look forward to hearing from you. 

With our kindest regards,  

Grad Chair name  

School Name After-Prom Committee 

Phone  

Email  
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GRAD ATTENDANCE AGREEMENT 

NAME OF SCHOOL PARENT SPONSORED AFTER-PROM – date of event  

 

The name of school year graduating class and their parents will sponsor and plan an all night graduation celebration 
(AFTER-PROM 2017) to be held immediately after the formal school sponsored Prom on (date).  While neither name of 
school, school staff nor school district  (collectively the school) are sponsoring the AFTER-PROM year, the sponsors, 
graduates, graduate’s guests, and the school community wish to ensure a safe, responsible, and memorable 
celebration. Therefore, the parent organizing committee and sponsors requires each graduate to sign the following 
agreement as a condition of attendance.  

Agreement of the Grad: 

To ensure a safe, drug-free and alcohol-free all night After-Prom event at venue name beginning at date and time 
(immediately following the school sponsored prom) and ending at date and time, I agree to the following conditions 
of attendance:  

 I understand and agree that the Prom & After-Prom event have been combined on one ticket at one selling price, 
and are not offered as separate events to Grads 

 This is a drug and alcohol free event (for all attending including those who may be of legal drinking age) and I agree 
to behave in a way that is conducive to a safe, drug-free and alcohol-free celebration.  I will not consume, nor will I 
possess at any time, including on the buses, or at the event site (venue), any materials or items (drugs or alcohol) 
that may affect my behavior or that may be used to harm others, such as any items that could be considered to be 
or used as weapons. 

 I understand and agree that the possession of or showing the effects of drugs, alcohol, or weapons will not be 
tolerated and will constitute grounds for dismissal from the event and that if I behave in a way that is deemed to 
be disruptive to the event, I will be detained by the onsite security personnel along with a parent volunteer, and 
my parents/guardians will be notified to pick me up immediately.  Parents/guardians will be required to sign the 
student out of the event. 

 Any additional transportation expenses incurred as a result of dismissal from the event will be my sole 
responsibility.  Any prohibited substance or item found in my possession will be confiscated and I understand that 
a report will be filed with the local law enforcement agency, if applicable. 

 I understand and agree that I am expected to remain at the event for its entirety (until time, date, and venue 
name) and that there are no in/out privileges. I understand and agree that name of school, and the parent 
sponsors along with the onsite parent volunteers are not responsible for me or any actions on my part, should I 
leave the event site (venue) prior to the conclusion of the After Grad event, (scheduled to conclude at time and 
date), with or without their knowledge or permission.. A dinner/dance only option will be available to guests, if 
requested.  All attendants will be identified by an After-Prom wristband. 

 I understand and agree that I will be transported by double decker bus from the venue name  to the 
venue name.  I also understand that I will be transported by bus from the venue name to the return location (pick 
up time and date) and that I am responsible for the arrangement of transportation home from the return location 
and that this transportation arrangement has been approved by my parents/guardians. 

 I understand and agree that I will be searched upon entry and will not bring non-essential personal articles to the 
event.  Should I have any of these items in my possession during the search at the time of event check-in, I will 
submit those items to the security personnel for safekeeping until the conclusion of the After-Prom.  All items will 
be kept in a secure location, supervised by parent volunteers at all times. 
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My signature below indicates my complete understanding of and agreement with the terms and   conditions set 
out above:  

Name of Grad (please print clearly):__________________Signature of Grad ____________________    

If you plan to bring a guest to the After-Prom:  Guest name (please print) _________________ 

Guest’s School/Workplace___________    

    Note: All guests must complete/sign a Guest Attendance Agreement Form, available at the office. 



 

32 
 

GRAD PARENT/GUARDIAN AGREEMENT   

NAME OF SCHOOL PARENT SPONSORED AFTER-PROM – date of event 

The name of school year graduating class and their parents will sponsor and plan an all night graduation celebration 
(AFTER-Prom 2017) to be held immediately after the formal school sponsored Prom on (DATE).  While neither name of 
school, school staff nor school district  (collectively the school) are sponsoring the AFTER-PROM year, the sponsors, 
graduates, graduate’s guests, and the school community wish to ensure a safe, responsible, and memorable 
celebration. Therefore, the organizing committee and sponsors requires each graduate to sign the following 
agreement as a condition of attendance.  

Agreement of the Parent/Guardian of each Grad:   To ensure a safe, drug-free and alcohol-free all night After-Prom 
event at venue name beginning at date and time (immediately following the school sponsored dinner/dance) and 
ending at date and time, I agree to the following conditions of my graduating student’s/guest attendance.  

 I understand and agree that the After-Prom date celebration is not a school sponsored event, nor is it authorized 
or organized by the school, and forms no part of the formal graduating ceremonies, or requirements for 
attendance or graduation from name of school, whether or not any school staff attend, assist, or are invited to the 
name of school After-Prom year. 

 My/our son/daughter, who is a member of the name of school graduating class of year, has my permission to 
attend the all night After-Prom event, taking place from time and date  to time and date. I understand that the 
Prom and the After-Prom event tickets are combined in one ticket at one selling price and are not being offered as 
separate events to grads. I understand and agree that grads who attend must remain until time and venue location 
((a Prom only option will be available for guests if requested).  Students will be transported to the return location - 
arrival time is time and date and I have arranged transportation home for my/our child.  

 I understand and agree to my/our son/daughter’s requirement to abide by his or her agreement as set out above, 
and I agree to be available for contact at the telephone number listed below, and to attend at the site if the 
sponsors or the onsite After-Prom parent volunteers determine for any reason that I should be notified, or that my 
son/daughter should leave the site as a result of a breach of his or her agreement, or for any other reason.  

 I understand and agree that written refund requests will only be considered and/or approved at the discretion of 
the sponsors, and only if an extreme situation prevents my child’s attendance (student or family illness/injury).   

 I agree to release and hold harmless the pent sponsors/volunteers, name of school, venue name, and all agents, 
employees, and assignees of each for any damages suffered by me or my son/daughter arising from his/her 
attendance at this event. 

 I am providing information regarding medical conditions/requirements, and food/drug allergies, and agree to this 
information being provided to onsite medical personnel if required (doctor, nurses, police)  

My signature below indicates my complete understanding and agreement with the terms and conditions set out 
above; my son/daughter has signed the Attendance Agreement 

Grad’s Name (please print clearly 

Home Address   

Home Phone  

Name of Parent Guardian (please print clearly) 

Contact # during event(event time) 

Name of any person to whom grad may be released (please print clearly, bring ID):   

Signature of Parent/Guardian 
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List any/all medical conditions/requirements (any 
medication required and present during the event) and any  
food/drug allergies (information is kept confidential) 

 

T Shirt Size –please circle size XS,      S,       M,  L,  XL,      XXL,  XXXL 
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GUEST ATTENDANCE AGREEMENT  

NAME OF SCHOOL AFTER-PROM - date of event 

 

The name of school year graduating class, their parents and Mothers Against Drunk Driving (the “Sponsors”) will 
sponsor and plan an all night graduation celebration (AFTER-PROM 2017) to be held immediately after the formal 
school sponsored Prom on (date).  While neither name of school, school staff nor school district  (collectively the 
school) are sponsoring the AFTER-PROM year, the sponsors, graduates, graduate’s guests, and the school community 
wish to ensure a safe, responsible, and memorable celebration. Therefore, the organizing committee and sponsors 
requires each guest of a graduate to sign the following agreement as a condition of attendance 

 

Agreement of the Guest: 

To ensure a safe, drug-free and alcohol-free all night After-Prom Event at venue name beginning at date and time 
(immediately following the school sponsored Prom) and ending at date and time, I agree to the following conditions 
of attendance: 
  

 I understand and agree that the dinner/dance & After-Prom event have been combined on one ticket at one 
selling price, and are not offered as separate events to Grads 

 This is a drug and alcohol free event (for all attending including those who may be of legal drinking age) and I agree 
to behave in a way that is conducive to a safe, drug-free and alcohol-free celebration.  I will not consume, nor will I 
possess at any time, including on the buses, or at the event site (venue), any materials or items (drugs or alcohol) 
that may affect my behavior or that may be used to harm others, such as any items that could be considered to be 
or used as weapons. 

 I understand and agree that the possession of or showing the effects of drugs, alcohol, or weapons will not be 
tolerated and will constitute grounds for dismissal from the event and that if I behave in a way that is deemed to 
be disruptive to the event, I will be detained by the onsite security personnel along with a parent volunteer, and 
my parents/guardians will be notified to pick me up immediately.  Parents/guardians will be required to sign the 
student out of the event. 

 Any additional transportation expenses incurred as a result of dismissal from the event will be my sole 
responsibility.  Any prohibited substance or item found in my possession will be confiscated and I understand that 
a report will be filed with the local law enforcement agency, if applicable. 

 I understand and agree that I am expected to remain at the event for its entirety (until time, date, and venue 
name) and that there are no in/out privileges. I understand and agree that name of school, and the parent 
sponsors along with the onsite parent volunteers are not responsible for me or any actions on my part, should I 
leave the event site (venue) prior to the conclusion of the After Grad event, (scheduled to conclude at time and 
date), with or without their knowledge or permission.. A dinner/dance only option will be available to guests, if 
requested.  All attendants will be identified by an After-Prom wristband. 

 I understand and agree that I will be transported by double decker bus from the venue name  to the 
venue name.  I also understand that I will be transported by bus from the venue name to the return location (pick 
up time and date) and that I am responsible for the arrangement of transportation home from the return location 
and that this transportation arrangement has been approved by my parents/guardians. 

 I understand and agree that I will be searched upon entry and will not bring non-essential personal articles to the 
event.  Should I have any of these items in my possession during the search at the time of event check-in, I will 
submit those items to the security personnel for safekeeping until the conclusion of the After-Prom.  All items will 
be kept in a secure location, supervised by parent volunteers at all times. 
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My signature below indicates my complete understanding and agreement with the terms and conditions set out 
above:  

Name of Guest (please print clearly) ____________Signature of Guest __________________________ 

 

Name of Grad   (please print clearly) ________________________ 

GUEST PARENT/GUARDIAN AGREEMENT  

NAME OF SCHOOL AFTER-PROM – date of event  
The name of school year graduating class and their parents  will sponsor and plan an all night graduation celebration 
(AFTER-PROM 2017) to be held immediately after the formal school sponsored Prom on (date).  While neither name of 
school, school staff nor school district  (collectively the school) are sponsoring the AFTER-PROM year, the sponsors, 
graduates, graduate’s guests, and the school community wish to ensure a safe, responsible, and memorable 
celebration. Therefore, the organizing committee and sponsors requires each guest of a graduate to sign the following 
agreement as a condition of attendance 

Agreement of the Parent/Guardian of each Guest: 

To ensure a safe, drug-free and alcohol-free all night After-Prom event at venue name beginning at date and time 
(immediately following the school sponsored Prom) and ending at date and time, I agree to the following conditions 
of attendance:  

 I understand and agree that the After-Prom date celebration is not a school sponsored event, nor is it authorized 
or organized by the school, and forms no part of the formal graduating ceremonies, or requirements for 
attendance or graduation from name of school, whether or not any school staff attend, assist, or are invited to the 
name of school After-Prom year. 

 My/our son/daughter has my permission to attend the all night After-Prom event, taking place from time and date 
to time and date. I understand that the dinner/dance and the After-Prom event tickets are combined in one ticket 
at one selling price and that guests who attend the After-Prom must remain until time and venue location ((a 
Dinner/Dance only option will be available for guests if requested).  Students will be transported to the return 
location - arrival time is time and date and I have arranged transportation home for my/our child.  

 I understand and agree to my/our son/daughter’s requirement to abide by his or her agreement as set out above, 
and I agree to be available for contact at the telephone number listed below, and to attend at the site if the 
sponsors or the onsite After-Prom parent volunteers determine for any reason that I should be notified, or that my 
son/daughter should leave the site as a result of a breach of his or her agreement, or for any other reason.  

 I understand and agree that written refund requests will only be considered and/or approved at the discretion of 
the sponsors, and only if an extreme situation prevents my child’s attendance (student or family illness/injury).   

 I agree to release and hold harmless the pent sponsors/volunteers, name of school, venue name, and all agents, 
employees, and assignees of each for any damages suffered by me or my son/daughter arising from his/her 
attendance at this event. 

 I am providing information regarding medical conditions/requirements, and food/drug allergies, and agree to this 
information being provided to onsite medical personnel if required (doctor, nurses, police)  

My signature below indicates my complete understanding and agreement with the terms and conditions set out 
above: my son/daughter has signed the Guest Attendance Agreement 

Grad’s Name (please print clearly 

Guest’s Name (please print clearly) 

Home Address       Home Phone  
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Name of Guest’s Parent/Guardian  

Contact # during event(event time) 

Name of any person to whom grad may be released (please print clearly, bring ID):   

Signature of Guest’s Parent/Guardian 

List any/all medical conditions/requirements (any 
medication required and present during the event) 
and any  food/drug allergies (information is kept 
confidential) 

 

T Shirt Size –please circle size XS,      S,       M,  L,  XL,      XXL,  XXXL 
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SCHOOL LOGO                                      

 

 

A Night to Remember – An Unforgettable Prom After Party  

AFTER- PROM TEAM FOR  EVENT DATE 

 

AFTER-PROM TEAM 

NAME  ROLE                                          ONSITE CELL NUMBER  

   Venue Manager     
    

   Venue Contact onsite    
   

 

COORDINATORS     

     
Overall Event Coordinator     
  

                                     Volunteer Coordinator         

 

LEAD VOLUNTEERS   

 Entertainment  Handler    

 Wellness Room – Doctor     

 Wellness Room – Nurse      

 Wellness Room – Nurse      

                                     Wellness Room – First Responder/Paramedic  

 Police Officer – on duty      

 Oversee  Lounge/Games Room  

 Oversee Nightclub  

                                     Oversee Main Concourse       

  Oversee Prize Draw  
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EVENT FLOW /TIMING  

 

 

TIMING RESP   DESCRIPTION  
 
10.00 am    Venue  Access for loading in – all rooms except main concourse 
  Name   Provide Master Attendance list to venue  

Suppliers   All suppliers delivering between 12 noon and 5 pm today – see Install Schedule   
    

Parents Additional deliveries, see Install Schedule    
------------------------------------------------------------------------------------------------------------------- 
9.00 pm  Volunteers  All volunteers, except wellness team- touch base meeting  

 Review roles and responsibilities  
 
9.30 pm  SUB Access for loading in – main concourse  

 All teams/volunteers set up their areas  
 Dealers, dress in costumers, practice dealing      

 
Install of Outside Entrance treatment  

Names  Follow instructions on table marked “Outdoor Entrance”  
 
Outside Clothing Tables 

Names    All clothing assembled in alpha order by last name      
Main Concourse Set up  
 Names  Install Hot Dog Machine – set up condiments table  

 Names  Install Popcorn Machine - set up condiments table 
 Names  Tattoo Area – supplier will handle this 
 Names  Caricaturist Tables – set up chair, lamp 
 Names  Set up Video Games - DDR, Rock Band  
 Names  Set up T-Shirt tables, shirts, lists, pens ready to go  
 Names  Set up Coat Check, tables 
 Names  Set up Buffet table – see instructions on set up table 

Names  Washrooms – put out some of the ‘refresh amenities’  
 
Lounge  Names  Set up Video Games - XBOX and Nintendo Wii  
   Karaoke – DJ will take care of this  

   Arcade Games – already in place by supplier  

   Foosball, Air Hockey in place with all parts, ready to play  

   Photo Booth – already set up, with attendant in place  

 Names  Digital Photo Loop – set up   

Names  Buffet table linens, grass skirting, fish nets & seashells  



 

39 
 

 

 

 

 

Nightclub  Names  Set up buffet items – see instructions on set up table 
 

Names  There will be tiki torch centerpieces coming from the dinner/dance to go on the tables, 
scattered along with new candles, which will need to be lit 

Names  Glow necklaces, bracelets and beach balls (these need to be blown up) can be stored 
under the buffet until needed.  

 
     
Wellness Room  
  Names  Set up mats, linens, & pin “allergy alert” list to board   
     
10.00 pm  Names  Check all buffets, ensure all items are available      
 
10.15 pm  Names  In place at the dinner/dance to move the guests on buses 

 take the novelty items, the ID wristbands, the name lists, 
 the driver gratuities and the bus escort scripts  

------------------------------------------------------------------------------------------------------------------- 
PROM VENUE  
 
10.30 pm  Names   Pick up prom items that are being shared with the 
   After-Prom event, from the prom venue – see list   
   
10.30 pm  Names  In place to get ready for guest transfer  

 all toys placed on seats, alternating, boy/girl on the buses  
 brief and distribute driver gratuities  
 lists and ID bracelets set up inside with 45 of each colour  

 
10.40 pm  Names   Begin distributing wristbands and loading the buses – load 

 half the group on this first shuttle and the other half on the second shuttle split the 
group evenly between both buses  

 Buses will take at least 10 minutes to load, so grads may not arrive until approx 10.55 
pm 

 Bus escorts – please get on the microphone once the bus starts moving to read your 
script     

---------------------------------------------------------------------------------------------------------------- 
AFTER-GRAD VENUE  
 
10.30 pm  Names  Main concourse - Start up Hog Dog Machine     
  
 Names  Main concourse - Start up Popcorn Machine   
 

Names Entrance - performers begin to arrive - please greet & show them their location and 
then make sure they are in position, ready to go, have what they need 

      
 Names  Entrance - In place to assist with security firm 
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10.45 pm  Names  In position outside and inside, ready to receive guests 
Someone needs to light the tea lights (Nightclub) – thanks   

 
DJ Entrance - Music playing outside front entrance 

 
 
 
 
10.50 pm  Guests   Entrance – First guests arrive, coaches return 

 for second shuttle with bus escorts  
 

Names   Outside Clothing – In position ready to receive guests  
 

 Names   Coat Check – In position ready to receive guests    

Names   Pirate/Mermaid In place outside, ready to receive guests,  
handing out leis.  Pirate handing out gold doubloons  

 
Names  Photographers - In position to take photos for the digital loop – try to get some guests 

arriving with their novelties 
   
 Names  Servers - Ready with “mocktails” & canapés - some pouring, some serving, some taking 

empty glasses, some serving food – veggies/dip 

 
Names  Wellness Room - Set up to receive as needed – mats/blankets in place, all meds to go to 

the doctor onsite from the security & coat check     
        

Names  Pool Table – Oversee play  
  

Names  Nightclub - In place with glow sticks at the entrance and   please keep a watchful eye on 
the back doors at all times  

 
Names  T-Shirts – One pen to every other grad/guest – extra or leftover shirts go to the coat 

check once this table closes     
 
11.30 pm        Names  Contests – all contests are now up and running  
 

Names  Washrooms - first check of washrooms – then every 30 minutes from now until 5 am – 
refresh with amenities as needed  

 
11.45 pm  Names   Outside - Once the last guest has passed through the 

doors, any unclaimed clothing moves to the coat Check- it goes through security before 
it enters the building   

   
Names  Outside Teardown – the outside decorating and lighting gets torn down - everything 

goes back into the set up area for pick up tomorrow by suppliers    
 
1 am  Venue   delivery of volunteer food to the wellness room   
 
1.30 am   Names   Nightclub/Prizes - all prizes need to be moved into the 
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nightclub in preparation for the Prize Draw – someone needs to keep these secure 
during the band and hypnotist’s performance – thanks   

 
2.00 am  Band  Live performance – 30 minute play time  
 
2.30 am           Band  Released, the band may watch the hypnotist because they 

cannot tear down yet – provide payment - remind the band that their equipment must 
be removed by noon on Friday – there is another event in this space   

     
Names  Nightclub - 24 chairs now onstage for hypnotist - ask him how they are to be arranged 

(stored behind the stage curtain)  
 
2.30 am          Hypnotist   Onstage now, 1.5 hour show – DJ will introduce himself   
 

3.00 am   Karaoke Released now, will tear down now as this room is closing 

    down – no payment at this time   

Caricaturists Released now, provide payment   

                             Magician  Released now, provide payment  

  Photobooth Released now, provide payment  

  Tattoo Artists Released now, provide payment   

 
3.30 pm  Names   Lounge - close the lounge, clean up, move 

decorating items back to the set up area for supplier pickup tomorrow.  
 
3.45 am  Names     Please go around announcing the prize draw to all guests 

 starting at 4 am – they have to be in that room in order to 
  win 

 
3.50 am  Names    Nightclub – Prize volunteers can now make their way to 

the nightclub to help with the prize draw - 2 people to record all the winners (this is a 
gaming requirement; please record names carefully/accurately).  

 
4.00 am  Hypnotist  Released, provide payment  
 
4.05 am  Names   Prize Draw - Announce that the prize draw is about to 

take place - grads should get water/food, take a washroom break, before we start – they 
have to be in the room to win.  

 
 Keep the prizes moving along in order on the table,  someone to hand them to the prize 
MC, someone to add  another to the table as we move along, and record the  exact 
winning names of the tuition/bursary winners.   

 
DJ  Play the ‘grad’ song just before Prize Draw begins  

 
4.30 am  Bus Escorts    Gather up extra granola bars and bottled water, to load on 

   to the buses when they arrive, along with recycling and garbage bags.   
  
 Names   Coat Check – In place, ready for the grads/guests to 
    come running as soon as the prize draw ends. 
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4.45 am  Buses (if needed) 
    Spot the buses, provide cash gratuities, and put coloured signs 
    in bus windows    

  

Names   Bus Escorts -Be ready to stand by your bus – you should have your food and bags 

onboard    

 Check all wristbands, grads/guests must board the bus that 

matches their wristband because our lists must match the names of those onboard, in 

case of an accident enroute 

 Put your coat or purse on the seat behind the bus driver, to reserve that seat – you need 

to sit up front, and be near the microphone if needed.  

   
4.50/5 am       Names    Nightclub - Announce that buses are now loading, and 
   The procedure re: coloured wristbands.  
 

Names  Line Control - please direct guests to the bus that has the same colour sign as their 
wristband – release 8-10 at a time to maintain control and keep the flow going.  

    
5.00 am  DJ   DJ is released to tear down, provide payment   
 

Names  All rooms - teardown begins in every room - everything goes back to the set up area 
except the larger pieces in the casino and arcade games in the Lounge  

    - We only have until 6 am to get it all cleaned up  
 
5.30 am    Buses    Buses arrive to return location, RCMP are onsite   
 
6 am                Names  One last walk through the venue to ensure that we have not forgotten anything or 

missed cleaning anywhere  
  
------------------------------------------------------------------------------------------------------------------- 
Friday Morning  
10 am – 2 pm   Supplier pick up for all rentals, band equipment etc. See Install/teardown schedule  

 

THANK YOU VOLUNTEERS – YOU MADE IT HAPPEN! 
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VOLUNTEER GRID (positions are based on a group of 200)  
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VOLUNTEER POSITIONS - DESCRIPTIONS   

Outside Entrance 
Setup//Teardown  

Includes set up and tear down all of entrance decorations, clothing tables - carpet, stanchions, lighting, 
theme props, organizing clothing - Lead + 7 parents  set up & tear down 

Inside Decorations 
Setup  

Lead + 12 volunteers set up various rooms including all indoor decorations, large scale props, buffet 
tables, dining tables, and novelty items (beach balls, glow sticks etc.) 

Tech Games Setup  
Includes set up any of the electronic games including Nintendo Wii, XBOX 360, DDR, Rockband, TVs, 
Digital loop  

Double Decker 
Transfer to Event 

2 Male, 2 Female volunteers place novelty items on the seats of each bus, ride the shuttle, must be 
comfortable speaking on the mic with a prewritten script. Two shuttles total for each couple.  

ID Wristbands  
Volunteers sign out grads/guests from the Dinner/Dance, put on ID wristbands for Double Decker 
transfer 

Clothing  
Distribution  

Organize clothing in alpha order for Grad/guest arrival - to be taken through security check. All 
unclaimed bags must be cleared by security and then kept in the coat check   

Registration/ 
Security Check  

Volunteers process entry, and/or assist onsite security firm 

Mocktail Servers  Costumed servers pour/serve tropical mocktails & canapés on arrival  

Coat Check 
Lead + 11 volunteers receive all clothing, purses, storage bags from security check, organize all alpha & 
distribute when grads/guests leave at 5 am  

T-Shirt Table Lead + 3 volunteer set up shirt display, distribute shirts using guest attendance list for sizing.  

Medical Staff - Doctor, 
Nurses,  
Police Officer  

Doctor remains in the Wellness Room at all times, Nurses can take shifts, Police Officer roams the event  

Entertainment Handler  
Volunteer ensures that all entertainers/performers/onsite suppliers have what they need for setup, 
provide food & beverages and assist in managing line-ups 

Nightclub  
Lead + 3 volunteers provide supervision, hand out glow sticks, beach balls, keep rear doors secure, 
manage buffet, distribute bottled water, and set up 24 chairs prior to hypnotist performance.   

Floaters  
Assist as needed, washroom checks every 30 minutes, ensure that no one is ill or isolated. Use 
discretion and refers needed to Wellness room personnel    

Concession/ 
Vendors  

Cooking, serving, clean up as required 

Lounge Supervisor  Lead provides supervision, manages  buffet, ensures distribution of bottled water  

Games & Contests  Volunteers oversee games/inflatables, run contests, record names for prize draw  

Digital photographers  Volunteers roam the event, take digital pictures (own cameras) download them every 30 minutes.  

Prizes  Assist with distribution of prizes, prize table set up, recording  "winners" list  

Line Control - 
Checkout  

Assist with the line up ,prepare buses for boarding, distribute extra food on the buses, load extra 
garbage and recycling bags, ensure guests have all of their personal belongings including medications   

Bus Sign Out   Manage alpha lists, direct grads/guests to buses, and escort as needed  

Bus Escorts -  
Male & Female per 

1 male/female bus escort to ensure safety, assist with ill passengers, distribute bottled water, granola 
bars  

Teardown/Cleanup  Additional cleanup, pack up and store decor items, props etc.  

Installation Volunteer  Handle all daytime supplier installations on event day - preferably a non Grad parent  

Additional Jobs: Pick up popcorn machine and mats for wellness room from the school  

  Buy popcorn supplies, including oil, kernels, shaker flavours, small bags  

  Purchase bottled water and deliver to the venue on the day of the event  
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  Return bottles from the event to the School for recycling  

  Return costumes to the Costume Shop  



 

47 
 

 

NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  
AFTER- PROM INSTALLATION SCHEDULE 

Company 
/Supplier  Description  Location  

Install 
Time Details  

Contact  
Name 

Office 
Phone  Onsite Cell #  

Band  

Band 
equipment 
(drum kit, 
instruments) Nightclub Stage  

Anytime 
after 12 
noon  

drum kit to sit 
on carpet for 
easy removal 
prior to 
hypnotist 
performance        

Decor Rental 
Company  

Décor & Linens 
(see quote 
sheet for full 
list)  Set up Area  

Between 
10 am and 
12 noon  

invoice after 
event        

Outdoor 
Rental 
Company  

Blue Carpet, 
Stanchions (see 
quote for full 
list)  Set up Area  

Between 
10 am and 
12 noon  

carpet and 
ropes must be 
blue  
Invoice 
following event        

Island Photo 
booth  Photo booth  

Lounge/Games 
Room  

After 12 
pm, 
traveling all 
day to 
location 

payment upon 
installation        

Marquee 
Sign  

Flashing 
Welcome Sign  

Main Concourse 
Outside, West 
Corner  

After 2 pm 
- in use 
until then  

set up outside 
entrance  
Donation - no 
payment 
required        

Table Linen 
Company  

Linens etc (see 
quote sheet for 
full list)  Set up Area  

After 3 pm, 
before 5 
pm   

venue storage 
 Invoice 
following event         

Billiards 
Company Pool Table   Casino   

Between 
10 am and 
12 noon  

see floor plan 
for placement 
details        

AV Company  AV -TVs, Lights Set up Area  

Between 
10 am and 
12 noon          

Volunteer 
Parents  

Change of 
Clothing Bags  Set up Area  

Various 
throughout 
day  

all in venue 
storage       
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NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  

AFTER-PROM MASTER ATTENDANCE  

  LAST FIRST  GROUP  

  
  

  

1 Adams Mary  Grad or Grad Guest  

2 Barker Joe  Grad or Grad Guest  

3 Coleman Veronica  Wellness Team - Police Officer  

4 Corn  Sonya  Grad or Grad Guest  

5 James Thomas  School Admin - Principal  

6 Jensen Lori Volunteer  

7 Longman Eric Wellness Team - Nurse  

8 Maker  Jasmine  School Admin - Ed Assist for Grad - Joe Barker  

9 Marshall Berry  Grad or Grad Guest  

10 Masters  Steve School Admin - Vice Principal  

11 McConnell Alex  Volunteer  

12 Piers Mary Volunteer  

13 Sidney  Rick Volunteer  

14 Steadman Patricia Wellness Team - Doctor  

15 Stevens Ian Volunteer  

16 Sutton  Jane Supplier/Entertainer 

17 Sutton  Steve  Supplier/Entertainer 

18 Thompson Susan  Volunteer  

19 Thompson Merv Volunteer  

20 Waterling Brian Volunteer  

21 Waterling Carey  Volunteer  
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NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  
AFTER- PROM MASTER GUEST LIST 

  
Grad Last 
Name  

Grad First 
Name 

MED 
Alert 

T- Shirt 
Size  

T- Shirt 
Picked up Guest Last 

Guest 
First  

MED 
Alert 

T- Shirt 
Size  

T- Shirt 
Picked up 

EXIT 
Alert NOTES  

1 Adams Mary  X 
  

Smith  John  
    

  

2 Barker Joe  
   

Carling Carol  x 

  
x   

3 Corn  Sonya  
   

n/a n/a 
    

  
4 Marshall Berry  X  

  
Johnson Sylvia  

   
x   
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NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  

AFTER-PROM SUPPLIER AGREEMENT  

 

Please review this agreement and advise of any incorrect or missing information.   

Supplier:  Contact Name    

Office Tel:  Local Office Number       Email:                   Cell:      

AG Contact - Prior to Event:              Email:            Phone:   Cell:  

AG Contact - During Event:          Email:         Phone:   Cell:  

Venue Contact – During Event:                 Office:  Cell:  

 

EVENT OVERVIEW: 

The After-Grad is a school supported event sponsored by Mothers Against Drunk Driving, designed to provide our grads 
with a safe, drug, and alcohol free event.  Grads will be transferred to/from the event by mode of transfer and they will 
remain at the event from event timing. All grads/guests will be identified by wristbands.  

 

EVENT DETAILS:  

Event Date:    Date of the event   

Event Time:  Timing of the event – may use the Event Flow timing here  

 

Number of Guests:    Total number of guests (grads/guests only, not volunteers) 

Venue:      Venue name  

Supplier Location:  Location within the venue, i.e. nightclub, main concourse, games room  

Directions & Parking:  

Load In/Access:  Details on how the supplier can access the venue and in particular the location (for 

example, the nightclub may have a loading dock/bay)  

Tear Down/Strike:  Timing and instructions regarding the tear down of equipment, pickups for rentals etc 

 

Pg. 1 of 2
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PRODUCT/ SERVICE DETAILS:  

Product/Service:  List what is included in the supplier/rental contract, including delivery, set up, cleaning, 

onsite assistance etc.  

Cost:   List all costs associated with the contract including labour, delivery, installation, parking, 

taxes, etc.   

 

Payment:  How & when payment will be made – by cheque, credit card, onsite or following the 

event etc.    

 

ADDITIONAL NOTES and QUESTIONS:  

 Please forward an invoice immediately if you require payment on event day  

 Please forward a copy of your insurance certificate by email or fax  

 

 

 

 

 

 

 

Pg. 2 of 2
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Supplier #

 Unit 

Cost 

 Sub

Total 

 Service 

Gratuity 

 Sub

Total 

GST 

ONLY Total Notes

Based on projected # 

of Guests: 200   

Food & Beverage - All Night Long 

Upon Arrival - Passed Trays 

Crudités & dip, 

leftovers on buffets 4 20.00$     80.00$      12.00$      92.00$       4.60$     96.60$        

 Served by 

volunteers  

Tortilla Chips & 

Salsa, leftovers the 

buffets 6 12.00$     72.00$      10.80$      82.80$       4.14$     86.94$        

 Served by 

volunteers  

"Pink Panther" 

Mocktail - by the 

Punch Bowl 6 44.00$     264.00$    39.60$      303.60$     15.18$   318.78$      

Main 

40 pizzas  40 15.95$     638.00$    95.70$      733.70$     36.69$   770.39$      

Fresh Fruit Platters 4 75.00$     300.00$    45.00$      345.00$     17.25$   362.25$       one per buffet  

Deli Platter 4 95.00$     380.00$    57.00$      437.00$     21.85$   458.85$       one per buffet  

Dessert 

160 Small Cookies 160 0.75$       120.00$    18.00$      138.00$     6.90$     144.90$       40 per buffet  

Granola Bars 100 1.00$       100.00$    15.00$      115.00$     5.75$     120.75$       25 per  buffet  

2,359.46$   

Volunteer/Supplier Food 

Deli Platter 1 95.00$     95.00$      14.25$      109.25$     5.46$     114.71$       from 1 am  

Sandwich Tray - 15 15 3.95$       59.25$      8.89$        68.14$       3.41$     71.54$         from 1 am  

186.26$      

Beverages 

Bottled Water 400 0 -$          -$          -$           -$       -$            

 Supplier 

donation  

Soft Drinks 300 1.25 375.00$    56.25$      431.25$     21.56$   452.81$       all 4 buffets  

Fruit Juice 100 1.75 175.00$    26.25$      201.25$     10.06$   211.31$       all 4 buffets  

Fresh Coffee  x pot 10 10 100.00$    15.00$      115.00$     5.75$     120.75$       from 1 am  

784.88$      

Pricing is an example only and does reflect accurate venue pricing 

Taxes may differ from province to province, and year to year 

NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  

AFTER- PROM F and B ORDER 
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NAME OF SCHOOL, DATE OF EVENT, VENUE NAME  

AFTER-PROM PERFORMER AGREEMENT  

 

Please review this agreement and advise of any incorrect or missing information   

Supplier:  Contact Name   

Office Tel:  Local Office Number       Email:                   Cell:      

AG Contact - Prior to Event:              Email:            Phone:   Cell:  

AG Contact - During Event:          Email:         Phone:   Cell:  

Venue Contact – During Event             Office:  Cell:  

 

EVENT OVERVIEW: 

The After-PROM is a school supported event, designed to provide our grads with a safe, drug, and alcohol free event.  
Grads will be transferred to/from the event by mode of transfer and they will remain at the event from event timing. All 
grads/guests will be identified by wristbands.  

 

EVENT DETAILS:  

Event Date:    Date of the event   

Event Time:  Timing of the event – may use the Event Flow timing here  

Number of Guests:    Total number of guests  

Venue:      Venue Name  

Supplier Location:  Location within the venue, i.e. nightclub, main concourse, games room  

Directions & Parking:  

Load In/Access:  Details on how the performer can access the venue and in particular the location, for 

example, the nightclub may have a loading dock/bay  

Tear Down/Strike:  Timing and instructions regarding the tear down of equipment, pickups for rentals etc 

 

PRODUCT/ SERVICE DETAILS:  

Talent/performance:  List what is included in the performance contract, including call time, breaks schedule, 

type of performance and inclusions 
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Tech Requirements:  List tech requirements here or refer to the “rider” you have in hand   

Dress Code:    Expectations as well as “theme” dress requests  

Green Room:    List where he/she can change, refresh, practice etc.  

Cost:   List all costs associated with performance including travel, parking, expenses, taxes etc.   

Payment:  How & when payment will be made – by cheque, credit card, onsite or following the 

event etc.   

 

ADDITIONAL NOTES and QUESTIONS:  

 Please forward an  invoice immediately if you require payment on event day  

 Please forward a copy of your Insurance Certificate by email or fax  
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SAMPLE BUS ESCORT SCRIPT   

 

Good Evening Ladies and Gentlemen and welcome aboard your express bus to New York City!  

Tonight we invite you to spend a little time enjoying the sounds and sights of the “City that doesn’t sleep” You are in for 

a great night in the Big Apple!   

Your visit to New York City includes a stop at Central Parkland where you can sing a little Karaoke, play a little XBOX or 

Wii, enjoy a game of Pinball, compete at Air Hockey or Foosball, or just sit back and relax.  And don’t forget to step into 

the Photo Booth to take that all important photo of you and your friends, a memory for life! 

Or maybe you would like to take a stroll down Broadway Avenue, where you just might meet a Magician, finally get that 

Tattoo you’ve been wanting, or have your portrait drawn by a Caricature Artist.  Along the way, you can enjoy a fresh 

Hot Dog or slice of Hot Pizza,  pick up your souvenir T-Shirt, play a little DDR, or how about some Rock Band?    

Take a load off , sit awhile and listen to some cool jazz, play some Bingo, or you can even catch a ‘silent’ flick - one of 

your favourites is playing on the big screen, and the popcorn is ready!   

Then, if you still have time and some energy left over, take a wander over to Studio 54, the hottest nightclub in New 

York City.  Dance the night away to your favourite tunes, and then stick around for a live performance by “MESMER” the 

hypnotist.   

And then just when you think you can’t have another minute of fun, you can join your entire Grad class for (school’s) 

huge Prize Draw with over $ 10,000 in prizes and gift certificates including some fantastic electronics -all to be won by 

you, the 2012 (school) Grad Class.  

Don’t forget, our photographer is in town to snap your favourite memory, so be sure to have your picture taken while 

you are here.  Enjoy the After-Prom, class of 2017 – this is your PARTY!    
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SAMPLE FLOOR PLAN 
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Sample Newsletter/Website Article 

 

A Night to Remember for Graduating Students 

Come and party all night long! 

Location: 

Dates: 

Ticket Prices for Prom + After-Party: ________ before April 1;  _____________ after April 1 

If you are only attending the After-Party starting at 11 pm 

Ticket Prices: ________ before April 1;  _____________ after April 1 

Ticket Sales: ___________________________(times and dates) 

Registration: All students and guests must complete a registration form at the time of ticket purchase. 

A Night to Remember 2012 Prom After-Party begins immediately following the Prom. 

All activities, food and entertainment are included in your prom ticket price: 

 Souvenir T-shirt 

 Temporary tattoos  

 Caricature artist 

 $_____ in door prizes 

 Non-stop music    

 Games 

 Hypnotist 

 Card tricks  

 All you can eat: pizza, hot dogs, granola 
bars, popcorn, juice, milk, pop, coffee 

 

One Basic Rule: This is an alcohol-free and drug-free event. Security checks at the door.  

Doors are open for admission from 11:00 pm to 1:00 am. 

No admissions after 1:00 am. Participants are required to stay at the party until 5 am unless picked up 
early by parents.  
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Sample Newspaper Article 

 

Teachers and parents of graduating students at (name of school) have taken the initiative to throw a new kind of after-
prom party for their grads called A Night to Remember. This alcohol- and drug-free event is drawing attention from 
students, parents, educators, and businesses in the community.  

The idea of a dry after-party was sparked by concerns about the safety of students participating in private after-Prom 
parties.  These parties often include binge drinking, drug use and driving impaired and can lead to injuries and even 
deaths. 

Organizers of A Night to Remember want to show youth that they can have a great time without the use of alcohol or 
drugs.  

This is not just another party. It takes more than punch, a little music, and an all-night venue to shake things up for 
graduates who have reached one of the most important milestones in their lives. This party takes hard work and some 
amazing entertainment and prizes. 

Those students attending the after-party will be eligible to win one of dozens of prizes including 
_______________________________________.  The grand prize is a ___________________ donated by 
_____________________.  

The event will be held on (date) at (location). If you would like to make a donation to the event, or volunteer on the 
night of the party, please contact (volunteer coordinator) at (phone, email).  
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THE VOLUNTEERS MAKE  

“A NIGHT TO REMEMBER” HAPPEN! 

 

THANK YOU! 

 

 

 

 

 

 

 

 

 

 

 

Our Mission: To stop impaired driving and to support victims of this violent crime. 


