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SUGGESTED GUIDELINES FOR 
“Honor a Veteran” PROGRAM

Developed by Barr Middle School, Grand Island

Promoted by Secretary of State John Gale

*
A similar program to the Barr Middle School program can be accomplished by one teacher or by a “school team.”  Music adds a great deal to this program and adds to student participation, so the band and/or vocal director should be part of the team or to be the one that organizes the program.

*
At Barr Middle School only the eighth grade students participate (231 students) in and attend the program.  If your school has fewer students, you may want to have all middle school classes, or more than one,  participate considering the limitations of your space.  
*
Once it has been decided to initiate this program in your school and you have selected a date, either Veterans Day or a date close to Veterans Day, you should begin making plans for the keynote speaker.  (Six month lead time would be advisable for public figures, as they receive many invitations for special events.)
*
The Secretary of State office can provide you with a list of potential speakers and their contact information to assist in your search for a keynote speaker.

*
It is important that teachers talk about our veterans, our liberties, our citizenship  and the significance of honoring those that have served to preserve our freedoms in the weeks leading up to Veterans Day.  Approximately a week before the event, students are given the form attached to list the names of the veterans they wish to have honored.  These forms must be turned in a few days prior to the program to give the teachers time to develop the complete list of names to be read.  
*
The day of the event a group of students are assigned to the front entrance of the school to greet and direct visitors.  Additional students are assigned to the front entrance of the room where the program will be held to hand out programs and greet visitors.  At Barr Middle School, sixth grade students are used for these assignments.
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*
Barr Middle School holds this event in their auditorium with theater seating; however, it could easily be held in a gymnasium.  

*
It is not necessary to have decorations but it does add to the appearance of the stage (bunting or other patriotic decorations).  
*
Either a member of administration or one of the government teachers involved would be good choice as the emcee but it depends upon interest and availability.  You may have a member of your school board who regularly takes the role of emcee in community functions.  

*
It adds considerable dignity and patriotism to the program to have a Color Guard present the colors.  You may contact LTC Bob Vrana, 402-3097300 or e-mail him at bob.vrana@us.army.mil  with the Nebraska Army National Guard for this.  You may also be able to just contact your local National Guard Armory if available.  Other possibilities might be your local police department, a Boy Scout troop, a VFW or American Legion.   To make this process less complicated, Barr Middle School had the colors posted on the floor to each side of the stage, but without a stage they can simply be posted to each side of the podium.  
*
Normally those seated on the stage or in the stage area are the emcee, the individual reading the President’s proclamation, the keynote speaker, a member of administration if not the emcee and the teacher(s) reading the honored veteran’s names.  The very front row is reserved for them prior to their going on stage.
*
It will depend on your facility where you place the band or vocal group.  At Barr Middle School the band was in place on the stage prior to the beginning of the program.  They played the National Anthem and one additional song.  Following the last song, each student QUIETLY picked up their chair and music rack and moved them to the back of the stage.  At that point a curtain came down in front of the chairs and the students departed the stage on both sides.  During this same brief time period, the individuals who were to be seated on the stage came up from the front row of the audience, picked up their chairs as provided for them at the side of the stage and placed them on center stage.  A podium was also brought out from side stage.
Instead of having the band move from the stage, you could also have the band or vocal group positioned in front of the stage or to the side of the speaker area on a gym floor.   This alternative may showcase them as just as well.  
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*
Look for all means for students to be involved in this event.  In addition to welcoming guests at the front door of the school, you may want to have students just inside the door to direct veterans to their designated seating.   Students attending the event can then be seated behind the last row of guests.  You may choose to have students sit with the veterans they are honoring.
*
The President’s Veterans Day proclamation is best read by an adult since it is normally not available until JUST prior to Veterans Day and a student does not have time to prepare.  An adult voice and cadence adds dignity and understanding to this reading. This proclamation can be found at     http://www.va.gov/.

*
Attached is one report on the history of Veterans Day that may be read by students in selected parts.  There are other histories or explanations on the internet you may choose to use instead.  Normally two or three students are selected to read these selections.  You may want to ask for assistance from a Language and Arts teacher in the student selection process.  These students normally remain seated in the front row of the audience until time for them to come on stage or upfront to recite this information.

*
The keynote speaker normally speaks for about 8 to 10 minutes.  It is best to try to keep the entire program at about one hour in length.
*
Prior to the veterans names being read, either the teacher who is going to read the names or the emcee needs to explain the students were asked to submit names of veterans either in their family or friends they know that have served our country.  Students should be instructed to stand when their name is read and remain standing during the time all of “their” veteran’s names are read.  Honored veterans in attendance should also be instructed to stand when their name is read.  The audience should be asked to hold their applause until all names totally have been read.  
*
Barr Middle School acknowledges the students and veterans in the following manner:


“Sally Jones (student’s name) recognizes her uncle (relationship to student if known) Sgt. Joe Smith (name & rank (if available) of veteran) who served with the Army from 1948 to 1952 in Germany (either list what country they served in or what war they served in).  
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*
It is important to “pace” the reading of the names so it does not become just a list of names but a true acknowledgement of that individual.  It may very well take up to 20 minutes to read all of these names, but it is a process that builds deep awareness of the sacrifices and service of our many veterans.
*
Participating teachers should also be asked to submit the names of veterans in their family or friends they know have served.  These are normally read following all the student’s names being read.

*
The video “Before You Go” is a nice conclusion to the reading of the veteran’s names.  That video is available at www.beforeyougo.us.  

*
The emcee needs to thank the persons involved in the preparation and participation in the program.

*
If an administrative person is not the emcee, it is good to have the a brief dismissal message given by someone in administration.
*
Barr Middle School has coffee and cookies available in a hallway for the veterans and guests just outside the door to the program.  The students there are not invited to this but are asked to return to their room AFTER the dismissal of the honored veterans.  It is not necessary to have any refreshments available; however, is just another nice gesture to thank the veterans one last time before they leave your school.  They don’t usually linger long, but get their treat, chat with others, and depart within 10 minutes.
