
Organiser
The

Simply 

  the best

PROM



Organiser
The
PROM

Welcome to

The school prom* is an American tradition that started life as a kind of formal event at wealthy colleges 
in the late 1800’s. Over a hundred years later, proms are becoming more and more popular in the UK – for 
good reason; they’re lots of fun! Whether the Prom is to celebrate the end of compulsory school at the end of 
year 11, or to celebrate the end of your school life at the end of year 13, you can bet that it will be a night to 
remember.

If you don’t plan to get involved with organising the school prom, you can skip straight to the second half of 
the book to get tips, checklist and tonnes of advice to help make your prom night the best it can possibly be.

If you’re a committee member, or at least a hopeful, then simply turn the page to get started. All of the 
businesses advertised in this book are reliable and happy to provide quotes for their services, just tell them you 
found them in The Prom Organiser.

Have a great time!
                             The Prom Organiser team.

*�In case you were wondering, ‘prom’ comes from ‘promenade’ which was the march around the room that couples made 
at the beginning of formal balls. It sounds a bit weird to us now, but it was important: everyone got to show off what they 
were wearing and who their partner was, and everyone else wanted to have a good look without appearing rude. Not that 
different to nowadays really…

Whether you are on the prom committee, 
or simply planning to buy a ticket and have a 
great night out, The Prom Organiser contains 
all you need to know to make sure that 
everything goes smoothly.
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There’s a lot to do, which means there’s a lot 
that can be forgotten! Here we’ve laid out a basic 
countdown from the first announcement for the 
committee through to after the prom. It might not 
include every single detail – this is designed to be a 
roadmap that you’ll need to customise for your own 
prom.

Don’t forget that many of the prom suppliers you might 
need will be in peak demand in the summer – there will be other 
schools having proms and weddings too, so book as early as 
you can whenever possible.

As soon as possible:
•	 Choose your committee
•	 Decide whether you will have formal committee roles or not
•	 Arrange a bank account for the prom funds through your 

school
•	 Set a ticket price
•	 Work out your budget
•	 Set a date 
•	 Decide upon the style or theme 
•	 Decide whether you’re going to have a prom king and queen
•	 If you want to hire a venue, book it!
•	 Book caterers
•	 Book a photographer
•	 Book a DJ / make music arrangements
•	 Decide on prom entertainment and book performers

Seven months before
•	 Announce the date of the prom
•	 Announce the prom theme
•	 Begin fundraising (and continue for as long as possible if you 

need to)

Five months before
•	 Check budget and evaluate effectiveness of fundraising
•	 Book any other prom suppliers you might need
•	 Confirm prior bookings made
•	 Design tickets and promotional posters
•	 Order prom king and queen sashes

Two months before
•	 Ensure tickets and promo posters are printed
•	 Put tickets on sale

One month before
•	 Send out and gather preferred music lists
•	 Order / purchase prom decorations

One week before
•	 Collect any hired decorations
•	 Update caterers with final numbers
•	 Buy any prom prizes

Day before
•	 Buy any required food or drink 
•	 Decorate venue as much as possible
•	 Prepare for wet weather contingency dependent on forecast

On the day
•	 Final decoration additions and checks
•	 Set out food and drink / allow caterers in

After the prom
•	 Ensure venue cleared of decorations and cleaned
•	 Return any hired items
•	 Ensure that invoices are received and paid promptly
•	 Collate all invoice receipts and ensure prom fund account can 

be closed

Countdown to a 
perfect prom

Go to www.thepromorganiser.co.uk and tell us 
how fabulous your prom was, what you got right, what 
you would do differently and if there is anything that we 
didn’t mention that could help other prom committees. 

It would be great to hear from you!
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The first Prom volunteers meeting

Just so you know; this is likely to be pretty 
chaotic! Don’t worry, it’ll get easier.

Most schools make an announcement in 
assembly calling for volunteers to be on the prom 
committee. Great; there’s loads of excitement and 
lots of interest. Then the first meeting happens, and 
tonnes of people turn up with loads of ideas and it 
turns into a mosh pit.

There’s a real difference between the people 
who will turn up at the first meeting and the people 
who will be at the last meeting: commitment. Not 
everyone at the volunteers meeting will understand 
how much work is involved, or that it’s not all fun 
ideas and putting up balloons. The thing is, you won’t 
know who the really great committee members are at 
this point. So how do you deal with a room of excited 
people all wanting to contribute?

The first REAL prom committee 
meeting

Once you have a smaller group of 
committed volunteers, there are three critical 
decisions you need to make:

•	 Do you have a formal Prom committee with 
defined roles?

•	 What is the date of the Prom?
•	 What is the Prom theme? The Dreaded Prom Budget

Nobody likes setting a budget – it makes us feel 
like we have to count every penny and always go 
for cheaper options, but that’s not actually true. 
Setting a budget is one of the most important tasks 
that faces a prom committee in the early part of the 
planning process, and getting it right can save a lot 
of headaches.

So what’s the point of a budget?
Fundamentally, everything that has to be bought or hired 

for the prom will have to be paid for – and to pay for it you 
need to find money, some of it ahead of prom night, some 
of it afterwards. If you don’t set a budget, you have no idea 
how much money you have to raise, and also how much 
money you can realistically spend.

The Prom 
Committee

Setting the budget involves a combination of maths and 
guesswork. But don’t panic, all you need to know about how 

to do this is on the site at 
www.thepromorganiser.co.uk/prom-fundraising-and-

finance/the-dreaded-prom-budget/

For help with all three of these decisions, go to
 www.thepromorganiser.co.uk/

prom-committee/the-first-real-prom-
committee-meeting/

For help on how to deal with the chaos, and 
what you need to achieve, go to 

www.thepromorganiser.co.uk/
prom-committee/the-first-prom-

volunteers-meeting/
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So you want the gorgeous dress, the fabulous shoes, the amazing accessories. Or perhaps you want to buy the most beautiful 
corsage for your girlfriend and hire the best limo in the county for her.

That’s great until it comes to the money side of things, and let’s face it, your parents are probably already panicking about how to help you out.

Your personal prom fund
Why not take the pressure off them (and prove that you really are old enough to do stuff for yourself now) and set up your own personal prom 

fund? If you do really well, you could splash out for the night without making your parents re-mortgage their house. That’s got to be a good thing, 
right?

Tips for setting up your own personal prom fund
•	 Start early; you’re likely to get money together in dribs and drabs, so the longer you have, the better
•	 Set a budget by listing all the things you want, prioritising them and then costing it all up. An evening on the web will give you enough of an 

idea of how much things are going to cost, and what you really want to be able to pay for.
•	 Set several dates with an associated target amount, for example: “October 31st: £50, December 31st £200”
•	 Set up a piggy bank that can only be smashed (no temptation!) – even better, your own saving account so you can deposit money into it and 

forget.

But earning money can be hard, especially in year eleven or year thirteen when it’s all about exams. So how can you find some 
money?

•	 Tell people what you’re working towards, especially relatives who might chip in to support your efforts
•	 Have a clear out and do a car boot sale – you’re parents will probably have some stuff they want to get rid of, so you could do it together
•	 Grown out of some things? Why not put old toy collections on e-bay, or ask your parents and relatives to clear out their lofts and donate items 

for you to sell?
•	 Give your saving account details to relatives when they ask what you want for Christmas and (if you’re lucky date wise) your birthday. They can 

put an amount in and tell you in the birthday / Christmas card.
•	 Give up a weekly treat. Cutting out the chippy run a lunchtime a week, or giving up sweets for a day a week might claw back up to £20 a 

month. It all adds up.
•	 See if your parents will sponsor you to wash up every night for a month

It all adds up
The key to saving for your fund is not to think that if something will only get you a few pounds, it’s not worth doing. Just keep squirreling it all 

away and before you know it, you’ll have saved up enough to get your heart’s desire.
If you want to really go for it, why not ask your parents if they’ll match what you save? Then you’ll really have an incentive!

Personal Prom
Fundraising
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The 
Prom Venue

•	 How many people can it hold?

•	 Do they allow food and drink on 
the premises?

•	 Is there a kitchen area to store 
buffet food before serving?

•	 How do they feel about loud 
music?

•	 Are there adequate toilet 
facilities for the number of 
guests?

•	 Is there parking?

•	 Is there a good place for people 
to be dropped off in their special 
prom transport?

•	 Is it close to where everyone 
lives?

•	 Are there any decoration 
restrictions?

•	 Do they have a DJ that you have 
to hire? (Some venues only allow 
you to have their own DJ).

•	 Does the venue have adequate 
public liability insurance?

•	 Does it meet basic health and 
safety requirements? e.g. fire 
exits, fire extinguishers etc.

A good starting point is looking at venues 
that already hold wedding receptions as 
they are used to having large parties with 
lots of guests and all the trappings.

If you are planning to have a themed 
prom, the venue can really help to create 
the right atmosphere. Keep your theme in 
mind when considering venues: if you are 
going for a vintage 1920’s themed prom, 
an ultra-modern venue may break the 
mood. 

Most school proms are held in the school hall, but if you really 
want to go to town, and you will be selling lots of tickets, you could 
consider hiring a venue for the evening. Here is a checklist of things 
to consider when choosing a hired venue.

The school hall
If your prom is going to be held in the 
school hall, it needs to be transformed 

into a place to party, rather than the 
place where assemblies happen! 

See the section on prom 
decorations for help and ideas.
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In America, having a 
prom King and Queen is 
an absolute must. Many 
students dream of being 
crowned at the prom and 
take it very seriously.

The build up to the crowning 
takes weeks, and is a way to 
generate a good buzz about 
the prom. However, not all 
traditions translate well 
into British culture, so 
don’t feel pressured to 
have a prom king and 
queen if you don’t 
feel it’s right for your 
school. 

If you do want to 
have a prom king and 
queen, here’s how it’s 
done.

Nominations
The exact rules 

vary from school to 
school, but it always starts 
with a nomination stage. 
Candidates for king and queen 
are proposed by one person, but 
have to seconded by another to 
get on the list. So if you have two 
mates who are willing to nominate 
and second you, you’re in! You’ll 
need to decide whether the whole 
school can nominate, or only 
the prom year group. The prom 
king and queen don’t have to be 
in a couple – they are voted for 
separately.

Prom kings &queens
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Accessories
The two most important 

accessories are the sashes and 
the crowns. Sashes can be 
personalised with the name of 
your school and the year, in a 
colour or style that matches the 
prom theme, making a great 
keepsake for the king and queen. 
Crowns should be sparkly and as 
full of bling as you can find – they 
need to be seen by a crowd in a 
big room after all.

You could go the 
distance and get an 
orb and sceptre, and 
thrones too, these are 
great for photos.

Some schools impose a minimal grade requirement, in an effort to encourage high 
grades from aspiring kings and queens.

Voting
Just like any election, candidates can campaign for votes. In the last four weeks before 

the prom, campaigning can get pretty intense, so think about whether you want to give 
rules or guidelines. For example, you might have to ask teachers where campaign posters 
can be put, and tell candidates that it’s not acceptable to bribe people for votes. 

On the night
The results of the voting should be kept a closely guarded secret until prom night itself. 

Some American schools have a part of the evening when all of the candidates do a mini 
parade, or walk down the centre of the room on a kind of catwalk, when lots of pictures are 
taken. Then all gather for the announcement.

Prom kings &queens
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Prom 
ticketing
In a nutshell, there are three critical aspects 
to get right when it comes to Prom tickets: 

The ticket price
The design
When to start to sell them

Here are some things to bear in mind for 
each one.

THE PRICE
To get the ticket price right, you need 

to strike a balance between what the 
tickets need to earn in terms of revenue 
to pay towards the Prom and what people 
are prepared and able to pay. The latter is 
actually more important, as you can always 
top up the money in the pot with your 
fundraising activities. So how do you guess 
what people are willing to pay? Here are four 
sources of information:
Find out about last year’s Prom
•	 What was the ticket price?
•	 Were there any complaints about the 

price?
•	 What percentage of the potential 

attendees actually bought tickets? The 
lower the percentage, the more likely 
the ticket was over priced, though this is 
only one factor. 

Find out about other school prom 
ticket prices in your area
•	 What are they charging this year?
•	 What did they charge last year?
•	 Is their school prom of a comparable 
size? If it’s for double the amount 
of students, the prices may be very 
different.

Ask each other and your friends what 
you spend on a night out

This can be a good place to start: what 
would it cost you to go to the cinema and 

have a meal out? Is the suggested ticket 
price a lot more or a lot less than this?
Ask parents and teachers for a 
second opinion

Ask the parents of the committee 
members only – and swear them to secrecy! 
You may change your mind by the end of 
the consultation period and you don’t want 
a rumour about ticket prices going around 
that is completely wrong. 

Teachers can also provide a sanity 
check, but again, swear them to secrecy for 
the same reason.

THE TICKET DESIGN
Designing the Prom ticket can be really 

fun but it’s also really important. Aside from 
the promotional posters, the ticket will 
be the first taste of the prom theme that 
students will get.

Remember that the following 
information must go on the tickets:
•	 The start time 
•	 The end time
•	 The date!
•	 The theme (if you have one)
•	 Information about anything the ticket 

provides in addition to entry, e.g. one 
free drink or a free ride on the dodgems 
(if you’re going to have them of course!)

•	 Ticket price
•	 Dress code
•	 If the bearer must have the ticket to gain 

entry, you must put this on the ticket 
itself (though you should keep a list of 
people that have paid as there’s always 
one who’ll forget the ticket on the night!)

•	 If there are lots of things that will need 
money (e.g. fair ground rides) say so.

Telephone/Fax 01562 883124  •  www.thepromorganiser.co.uk  •  email: jean@thepromorganiser.co.uk
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THE TICKET DESIGN
(continued)
Optional information could include:
•	 Information about the DJ
•	 Hints of the attractions and activities on 

offer 
•	 Information about the formal prom 

photos
Tip: Once you have a design, leave it for 
a week and then look at it again with fresh 
eyes.

Once you’ve decided upon a rough 
design, make sure it can contain all of that 
information without looking crowded. Then 
you need to consider the printing, and what 
that ultimately comes down to is cost and 
convenience.

These factors will increase the 
production cost:
•	 Weight of the paper or card the ticket is 

printed on
•	 Whether it’s colour (and how many 

colours) or black ink only
•	 Any special types of paper or card, e.g. 

shiny, marbled, sparkly
•	 One-sided or double sided tickets
•	 How many tickets can be printed per 
page of paper (the more per page, the 
cheaper)

It can be tempting to come up with 
some amazing designs, but remember; the 
more complicated the design, the more 
expensive and potentially fiddly it’s likely 
to be. For example, if the design is folded, 
someone will have to sit there and fold for 
a couple of hours at least. If the design has 
a curved edge, some poor soul will have 
to cut each ticket out; print and cutting 

services are likely to cost far too much for 
the average prom budget. 

If you are printing your own tickets in 
school, don’t forget to print one sample to 
check the layout, then print in batches. This 
means that if an ink cartridge dies halfway 
though, it won’t ruin all of the remaining 
tickets.

WHEN TO START SELLING THE 
TICKETS

At least two months in advance is a 
good bet – but bear in mind any other 
events or factors that might get in the way. 
If your ticket buyers will be on exam leave 
for the month leading up to the prom, you 
might want to start selling a week or so 
before formal exam leave, to give people a 
chance to get sorted before exam craziness 
sets in.

Ask your head of year or the head 
teacher to announce the fact that tickets are 
going on sale (ideally a day or two before 
they do so people can bring in money). 
Then another announcement on the actual 
day to remind people is a good idea. If 
sales are sluggish, do a weekly reminder in 
registers and in assembly – it’s most likely 
that people are just forgetting to bring the 
money in.

Don’t forget to check with the 
supervising teacher about school policy 
on buying tickets – they may require a 
form that’s signed by parents due to the 
exchange of money being involved.

Prom 
ticketing
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Serious partying works up an appetite. 
Catering for a prom can seem daunting when you 
consider the number of people attending, but if you 
plan well in advance, it isn’t difficult at all.

Catering firms and how much to order
It’s incredibly rare to have a formal sit down meal at the beginning of 

the prom, so we’ll focus on buffet and finger food advice. A good catering 
firm will have lots of experience when it comes to making buffets for 
large numbers of people, but the best piece of advice we can give is to 
only order buffet food for half to three quarters of the number of people 
attending. This is the only way you can avoid having tonnes of leftovers at 
the end of the evening.

Choose foods that are light and not likely to drip (no-one likes to wear 
a food stain for the rest of the evening), and don’t forget to provide a 
well-labelled vegetarian option. Finger food is great as you don’t have to 
worry about providing cutlery or needing people to serve the food.
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Drinks
Proms are invariably alcohol-free, so you need to provide a range of 

soft drinks from water, apple and orange juice through to fizzy drinks. 
You could investigate whether it’s possible to bulk buy some of the high 
quality soft drinks that are sold in pubs to provide the best variety. 

Mobile bars are always an option – they may well have recipes for 
alcohol-free cocktails so it’s worth getting in touch with them for a quote. 

The mess!
Nothing generates mess like feeding dozens of 

people using paper plates. Don’t underestimate the 
number of bins that you’ll need, and if you’re able 
to, provide well-labelled recycling bins for drinks 
bottles and cans so you don’t need to sort through 
afterwards. 

Don’t forget to double check whether responsibility 
for cleaning up afterwards is being handled by the 
caterers, the school / venue or you! Ask early on so 
that you can make appropriate plans.

Prom Catering
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Prom 
Entertainment
It’s easy to think that when the dance floor and music is sorted out, that’s 
the end of the entertainment arrangements, but we’ll let you into a secret: 

Music is not enough to keep people entertained.

The reality of big events like proms and black tie balls is that there are times in 
the evening when you’ve talked to everyone you want to, eaten all the food you 
want to, and you want a break from dancing (or you’re not into dancing anyway.) 
Suddenly, it can (dare it be said?) get a bit… boring.

As prom organisers, it’s up to you to make sure that the evening is as enjoyable 
as possible for everyone, and arranging entertainment for throughout the evening 
is a great way to do this. Prom entertainment isn’t about making people sit still 
and watch something; the best entertainment is quick, easy to dip in and out of 
and doesn’t require a fixed audience. 
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Prom 
Entertainment

Here are our five favourite prom 
entertainment ideas:

Casino
If you have the budget, hiring a mobile casino company to 
come in is a great idea – everyone can be given a set of 
tokens on arrival to play with that night. All the thrill of the 
casino without the debt of a real one!

Magician
Forget top hats and rabbits – we’re talking about the 
coolest kinds of magicians: ones that walk around the 
room and do up-close tricks for one or two people or a 
small group at a time. Just be sure that you ask potential 
magicians whether they can do this kind of magic as it’s 
very different to stage performances.

Balloon artists
Not just for kids these days; balloon artists are often more 
popular with the adults at weddings than the children. Top 
tip: make sure they know how to make balloon swords – 
hours of fun.

Jugglers and acrobats
Great to watch and talk about, it’s like bringing the London 
south bank on a summer’s day into your prom night. 

Caricature artists
These are always a hit and the best ones produce great 
sketches in only a few minutes. You could arrange to pay 
a flat fee for the evening, or leave it to the artist to charge 
a fee per sketch. If you arrange the later, you need to 
make guests aware that they need to bring a bit of money 
for the evening (that might not be popular!)
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These days anyone with an iPod and a decent set of speakers can be a DJ, however, it isn’t 
that simple when it comes to music for the prom. The main problem is this:

Everybody likes different music

Leading to the number one rule of playing music at large events:

You will never be able to please all of the dancers, all of the time

So what do you do about this? Stick an iPod into a speaker system and hope for the best? 
Well, you could, but here’s some advice to keep the dancers as happy as possible. >>>>
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Top five music tips

1. 	 Hire a professional DJ if your budget allows. 
	 They will have all of the latest music and will have more experience of what gets everyone 

on the dance floor. It also means that no-one has to worry about a sound system on the 
night, nor have to make sure that the music keeps playing.

2. 	 Ask people what music they want. 
	 Draw up a poster for every form in the year that will be attending the prom for the form 

room notice board. Give a big space for people to write down suggestions of particular 
tracks, including title and artist. Put it into the registers and ask the form tutors to 
announce it at registration saying something like: “Here’s your chance to have your 
favourite music played on the night of the prom.”

3. 	 Ensure that a range of music is played.
	 From mainstream pop to alternative rock – the only thing that matters is that you can 

dance (or at least throw yourself around) to it. 

4. 	 Don’t leave out the slow dances.
	 Weddings and big parties always have a slow dance or two at the end, you might want to 

do the same. It’s a chance to start winding the evening down - and of course it gives the 
couples a chance to be close.

5. 	 If a song bombs, move on quick!
	 If a song clears the dance floor, don’t keep playing the song till the bitter end – fade it out 

and move onto the next.
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Prom photographers need to be flexible
There are two types of prom photographs that are a must: 

photos of people arriving in their grand (and sometimes crazy) 
prom transport, and formal shots taken during the night 
itself. The former needs someone who can grab great shots 
quickly, the latter needs a photographer who can bring out 
the best in people when they are posing. 

Talk about where the formal shots 
will be taken

When you’re discussing arrangements, ask 
how much room they’ll need to set up equipment 
for the formal individual and couple shots. There 
is likely to be a backdrop and lighting that needs 
to be set up, along with room for equipment. It 
might be that you need to arrange to have that in 
another room altogether, and if so, you’ll need big 
signs to it so guests don’t miss their chance.

You might be able to create an area 
specifically for photos that incorporates your 
theme, with a specially designed backdrop. If you 
want to do this, consult the photographer first 
about how big an area will need to be decorated, 
and whether any colours might cause problems. 

The prom will last for only one night, the memories a bit longer, but the photographs will 
last forever. That’s why getting the best prom photographer you can is so important.

Choosing the right prom photographer
It’s a bit of a no-brainer to say that you need a photographer who doesn’t mind a lot of 

noise and a lot of excitement. Take the time to look at their portfolio – most have website 
these days. Are there any pictures from large events like weddings? This can demonstrate 
that they are used to having to deal with lots of people. If all you can see are pictures of 
toddlers and pets taken in a studio, there might be a problem.

Prom 
Photography
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Pricing
When you are discussing about the price, make sure you ask about exactly what is 

included, and how long they can be available on the night – there will be a lot of formal 
shots to take. Does the quote include travel expenses, proofs etc.

Don’t forget to ask how much they will charge for copies of the individual photos – if it is 
too high, the prom guests might be upset.

You could ask if they would be prepared to make an album for your school library, then 
the prom can be admired by subsequent year groups for many years to come (and be a 
good giggle when fashions have moved on).

Prom 
Photography
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Having your school prom filmed is a great way to capture the atmosphere 
of the evening – but it has to be good quality to combat the cheese factor. 
Professional videographers – particularly those who are experienced in 
weddings and large public events – are a safe bet. Not only do they know the 
techniques that will convey a sense of the evening 
years later, they will also have good quality 
equipment and the ability to edit material well.

A DVD of the prom can be a great memento; you 
could send out an early order form in the run up to 
the prom so that the videographer has an idea of how 
many guaranteed sales there are. That information will 
help you to negotiate a price, make sure that you get a 
detailed breakdown of what’s included in their package 
and how much each DVD will cost afterwards.

Also, make sure that you see a sample of their 
work. As proms are relatively new in the UK, don’t be 
surprised if they don’t have many samples of prom 
footage (if they do that’s a huge bonus) but you will be 
able to get a sense of how good they are from wedding and 
event videos. Pay attention to the testimonials, and how long 
they’ve been in business; the videography industry has a high 
turnover and you want someone who has been in business for at 
least a couple of years to be certain they have the experience to 
handle such a large event.

Capture the atmosphere 
with a prom video
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If, like most prom committees, you’re planning to hold the prom in your 
school hall or gym, the last thing you want it to look like is the school hall or 
gym! Prom decorations are the only way for you to fix that, and if you plan 
carefully, you can create a fantastic impact.

If you are hiring a venue, don’t think you can get away with no decorations; most 
venues, even the ones used for wedding receptions, are relatively plain and will need some 
colour to liven them up.

Start with your prom theme
If you have a very specific prom theme, e.g. Arabian nights, that can give you a lot of 

inspiration for your decorations. Simply brainstorm all the things that come to mind when 
you think of that theme. So for Arabian nights, it might be desert, palm trees, Bedouin tents, 
luxurious fabrics etc. 

Then all you need to do is think about how to distil those elements – like a set designer 
for a play. We’re not talking about driving a dump truck of sand into the hall and spreading 
it all over the floor, instead think about ways to suggest these themes. Decorative fabrics 
draped over tables, sand coloured paper cut into the shape of sand dunes pinned around 
the room, painted palm trees (or you could hire fake ones!), you get the idea.

Local party planning shops are a great place to go for help and ideas, and the local 
amateur dramatics society might be able to help too.

Prom 
decorations
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Less is often more
A school hall can be a big space to decorate, 

but don’t feel pressured to cover every surface. A 
dramatic entrance to set the mood, altered lighting 
if possible and concentrating the decorating on 
one wall or the stage – especially if you’re having a 
band – can be enough to transform the space.

What if there isn’t a prom theme?
You could always decide on a colour palette if you don’t want to go all out for a theme. 

How about silver, blue and purple for example, you could then have the tickets and promo 
posters in those colours, and then have silver, blue and purple balloons, streamers, table 
covers etc to match.

Remember: someone has to put them up and then clear it up 
afterwards!

Make sure that you have a team of reliable people who can help with decorating the day 
before and the day of the prom – the school caretaker might need to be brought in to help 
with ladders etc. You can never have too much blu-tack, drawing pins or sellotape by the 
way!

Don’t use any decorations that can’t be taken down / cleared up afterwards without 
leaving a permanent mark.

Prom 
decorations

Prom photo area
If you have theme, it can be fun to create an area specifically for 

the formal prom photos, dressed like a theatre set is. It doesn’t have 
to be big, but don’t make it so busy that the photo backdrop takes the 

attention away from the person being photographed. 

Also, consult the photographer first too 
– see the prom photography section 

for more on this.
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Prom Night 
Prizes

A great way to generate buzz about 
the prom, and make it that little bit 

more exciting on the night is to offer 
prizes. Even if you haven’t decided to 

have a Prom King and Queen, there 
are other ways to give the lucky few a 

moment in the spotlight and something 
to take home. 
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Judging and fairness
Anything like this can quickly descend into a popularity contest, and of course there’s no 

getting away from an element of that. To make it as fair as possible, get a couple of people from 
the committee, the head girl and boy and a few teachers together to see who would be willing 
to set aside a little bit of time on the night. Agree on the judging criteria before the night so 
every one knows what to look for.

Don’t forget to decide who will be announcing and giving the prizes. 

It isn’t all about the most expensive
It’s easy to be dazzled by something that has cost a lot of money, but originality doesn’t 

always equate with the most expensive. Yes, it can be so cool for someone to arrive in a Ferrari, 
but the person who decorated their family car in a creative, fun way might have put much more 
effort into arriving in style. Decide who you would prefer to give the spotlight to and keep that in 
mind on the night.

Prizes
These don’t have to be grand – it could be as simple as a teddy bear with a t-shirt printed 

for the occasion for example. You could design a funky prize certificate for each one that would 
be nice thing for the winner to keep.

Capture the moment of fame!
If you are going to have prizes, make sure that there is a big announcement and that the 

photographer has been warned so he or she has a chance to get set up in the right place. Then 
the winners can be snapped collecting their prize, and have a pose afterwards for posterity.

Prom Night 
Prizes
Ideas for prom night prizes
•	 Best dressed girl
•	 Best dressed boy
•	 Best dressed couple
•	 Best dancer
•	 Most original outfit
•	 Best arrival
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Organiser
The
PROM

The best way to avoid stress is to plan ahead – and 
as that’s desperately boring we’ve done the hard work 
for you. It can’t possibly include everything you need to 
do, it’s just a few pointers to help you be prepared in 
good time.

Don’t forget that many of the prom suppliers you might 
need will be in peak demand in the summer – there will be other 
schools having proms and weddings too, so book as early as 
you can whenever possible.

As soon as possible:
•	 Start collecting ideas for your perfect prom gown
•	 Start saving up for your personal prom budget
•	 Begin a healthy routine if you want to lose weight
•	 Decide what prom transport you want and get quotes

Six - four months before
•	 Start shopping for prom gowns
•	 Book your chosen prom transport

Two months before
•	 Decide on a prom gown and start looking for accessories
•	 Have a practice session with the hairdresser
•	 Reserve your tuxedo
•	 Book make-up artist and have practice session

One month before
•	 Hired clothing fitting
•	 Buy your dress if you haven’t already

Two weeks before
•	 Final dress fitting if adjustments being made
•	 Wear shoes around the house
•	 Have your hair coloured if you’ve planned to do so
•	 Confirm transport booking
•	 Choose corsage design and order (or give date details to 

order yours)

One week before
•	 Have any waxing or beauty treatments for your face done
•	 Pick up hired clothing if possible
•	 Try on your whole outfit together
•	 Confirm details with make-up artist and hairdresser

Day before
•	 Iron shirt
•	 Lay out outfit with all accessories and everything you need to 

get ready
•	 Have an early night!

On the day
•	 Collect corsage
•	 Have hair put up / styled
•	 Have make-up done

After the prom
•	 Return any hired items
•	 Send dress to specialist dry cleaners
•	 Collect all prom memorabilia together in a keepsake box 
•	 Have corsage preserved if you wish

Countdown to 
your perfect 
prom night

Go to www.thepromorganiser.co.uk and tell us 
how fabulous your prom was, what you got right, what 
you would do differently and if there is anything that we 

didn’t mention that could help other prom guests be 
stress-free. Don’t be shy! P

R
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Prom fundraising
This is why fundraising is such a fundamental part of the run up to a prom, and needs to be planned as far in advance 
as possible. The sooner you can start raising money, the more excited people will get, and you’ll be able to space out 
fundraising events in order to get the most benefit. If fundraising events are bunched up towards the end, not only will 
you be risking not being able to pay suppliers in enough time, but people will get fed up of reaching into their pockets, 
especially when they are buying tickets at the same time!

There are some golden rules when organising fund raising events:
•	 Advertise well in advance, with reminders on the run up to the event

•	 Charge low admission fees to ticketed events to increase sales

•	 Be clear that profits and proceeds are going to the school prom fund

•	 Make sure the prom committee puts in the hard work so that teachers and parents only have to do the minimum – then 
they are more likely to be available when it really counts

•	 Keep track of money spent on fundraising events and profits made very closely – you may want to repeat some of the 
events the following term so knowing which raised the most is invaluable.

There’s no getting away from it; having a school prom is expensive, and 
if you want it to be as special as the students are hoping, it’s unlikely 
that an affordable ticket price will be enough to cover the costs.

Personal
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How to know what you’re looking for
If you go to a formal gown shop with absolutely no idea 

of what to get, then you’ll be in there for a long time! In 
the months leading up to buying your dress, make some 
notes on gowns you love.

Top tip: Watch the Oscar night arrivals for an insight 
into formal gown fashions for prom season

If you can, cut out pictures of styles you love and 
work out what it is you like about them. Do they all have 
a similar cut? Are they all bold colours? Do they have the 
same kinds of neckline or hemline? If you can find a theme 
in the ones you like the most, you’ll be able to narrow 
down your choices.
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Prom Dresses
This is likely to be the single most important dress decision you have ever made, 
so it pays to take the time to get it right. Fashion moves faster than this book can 
keep up with, so be sure to keep an eye on www.thepromorganiser.co.uk for 
tips on the latest styles. Here we’ll focus on the practical things to bear in mind that 

will never go out of fashion.
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