
 

 

 
 

 

 

Who is invited to attend? 
Recipients of Awards, Scholarships and prizes are invited to attend the ceremony to formally accept their prize 
and certificate. 
Recipients are invited to bring with them two guests to attend the ceremony. If you wish to invite more than two 
guests, please contact us upon receiving your invitation. Seats are limited and extra tickets will be confirmed 
three days prior to the ceremony. 
Sponsors and donors who have donated these awards, prizes and scholarships are also invited to present these 
awards to the recipients. 

When will I receive m y invitation to attend? 
Invitations are generally sent two months prior to the ceremony. To ensure that you receive this invitation, please 
ensure that your current mailing address and email is up to date with the University. Please keep your contact 
details up to date on myUNSW. 

Is my attendance required? 
This is a prestigious event where attendance is expected. Many of our donors and sponsors make a special effort 
to attend, and award recipients will have the opportunity to meet with the donor or sponsor of their award after the 
ceremony. If you have a special circumstance which prevents you from attending, please contact us upon 
receiving your invitation. Those with special circumstances who cannot attend will receive their certificate in the 
post after the ceremony. 
We advise winners receiving awards on the night to arrive at least one hour prior to the ceremony. Award 
recipients must register and be in their allocated seat at least 30 minutes before the start of the ceremony when a 
compulsory pre-ceremony briefing will occur. If you are not at this briefing on time you may be unable to receive 
your award on the night. 

Why is it compulsory to attend the pre- ceremony briefing? 
The pre-ceremony briefing will provide you with the necessary information on how to accept your award. It is 
important when accepting your award to follow and understand the protocols so as to avoid any confusion on the 
night. Attending the briefing will also ensure that the ceremony runs as smoothly as possible and on time. 

Will my guests be seated with me at the ceremony? 
Unfortunately your guests will not be able to sit with you on the night. All award recipients and donors will be 
provided with allocated seating close to the stage. 
Guest seating is unreserved. If your guests require special seating, e.g. wheelchair access or similar, you must 
notify the Event Coordinator as soon as possible. Contact details will be provided on your ceremony invitation.  

What is the dress code for the ceremony? 
Business attire. 
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What happens during the ceremony? 
30 minutes prior the start of the ceremony, award recipients and presenters are briefed on the procedures of the 
ceremony. 

Official welcome and speeches will indicate the start of the ceremony. 
Award recipients are directed on stage individually to receive their award. Ceremony staff will ask you to stand 
and file out of your row. They will check your name and take your registration card and then ask you to move 
towards the stage where your name will be checked again. You will then be asked to stand at the top of the stairs 
on the side of the stage. Please stay there until the Dean reads your name then walk to the middle of the stage 
where a cross is marked on the floor and stand facing the presenter, ready for the donor/sponsor/presenter to 
present the certificate and shake your hand. 
Your photo will be taken as you receive you certificate. You need to both turn to look at the photographer for a 
picture who will be standing in front of the stage. 

You then proceed to walk down the centre steps and make your way back to your seat. 
Please note if you are receiving or presenting multiple awards, a stage marshall will advise you if are required to 
return to the first or second row seating. The stage marshalls will direct you when to stand ready at the side of the 
stage – please follow their instructions. 
At the conclusion of the proceedings, all guests will be asked to stand and acknowledge the winners while they 
file out of the hall into the foyer. This is the conclusion of the ceremony. 
Following the ceremony there will be a cocktail reception. This is a wonderful opportunity for students to meet 
with their donors. We will do our best to introduce you to your donor but can’t guarantee they will be able to 
attend. 

Where can I access photos from the ceremony? 
A professional photographer will be at the ceremony taking individual photos of all Award recipients with their 
donor. After the ceremony you will be emailed a link where you can download a high resolution copy of all photos 
taken from the ceremony. 

How do I receive payment for my prize? 
All prize payments are made via Electronic Funds Transfer (EFT) directly into your bank account. 
You will be contacted by the UNSW Business School soon after the awards ceremony to provide your bank 
details, and payment should be received within one month. 

Venue, location and transport 
The Awards Ceremony is held in Leighton Hall in the John Niland Scientia Building - UNSW Map reference G19 
Limited metered parking is available on campus. The closest parking station is from Botany Street entrance - 
UNSW Map reference H24 

 

Public transport options include: 
Express bus Route 891 runs from Central Station to High St UNSW during semester, from 7.30am to 2.00pm, 
with return services from 12.10pm to 7.10pm. 

400 - Burwood to Bondi Junction via Mascot and Sydney International Airport 

370 - Leichhardt to Coogee via Glebe, Sydney University, Newtown and Rosebery 

348 - Wolli Creek to Bondi Junction 

357 - Sydenham Station to Bondi Junction via Mascot, Rosebery and Kingsford (limited service) 

Anzac Parade services 
Service and timetable information: www.transport.unsw.edu.au or the Transport Info line on 131 500 or 
www.131500.com.au 
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