Welcoming Visiting Officials
Tips for Principal
Congratulations!  Your school has been selected for a great honor! Think of this as a wonderful opportunity to showcase your school, give credit to your staff and highlight your students. You have been chosen as an ambassador, representing what is best about MCPS and, in some cases, the state or the U.S.A. By planning and orchestrating every part of the day or time period that visitors are at your building, a principal will be able to present her/his school in a manner that demonstrates why you were selected for this special honor. 
When your school is selected for a special visit, you will be contacted by an MCPS staff member or by a staff member from the visiting official’s office (such as BOE, county council, governor’s office), with the specific information about the visit, why you were selected and what the visitors want to see. They will provide assistance and help in planning for your visit.  
However, it is very common that when a principal learns her/his school has been selected as the site for visiting officials s/he may often feel overwhelmed and anxious about steps to take that ensure a successful experience. Here are some tips on how to ensure a successful experience for all involved. This list is by no means all inclusive, but simply represents some ideas of successful practices that have been used at other schools. It is certainly not expected that all of these steps would happen with every visit. Each specific visit is unique as far as the groups involved, what they are looking for and the time frame. Try to relax and know that with thoughtful planning you will have a wonderful opportunity to show off your students, staff and program. Think about how you would like to be treated, and treat your guests graciously in that manner. 
In advance of the visit:
· You will be contacted and notified about the visit.  At this time, make sure you know who is visiting and who will be accompanying them.  Get the correct spelling of names and titles of all people in attendance. Make sure you have the correct address and phone number as well as the contact person. Also, make sure the contact person has your work and cell phone numbers in case they need to contact you on the date of the visit. (E.g., need directions, running behind or ahead of schedule)
· Ask the contact person the purpose of the visit. Find out specifically what the visitors would like to see. You need to know the major activities that will take place and the time frame for the visit.

· Inform the community superintendent and the director of school performance of the visit and invite them to the visit. Ask if there is anyone else from MCPS who should be invited to the event. Ask if you should contact the Public Information Office. 
· Depending upon the nature of the visit or the group involved, you might consider inviting your PTA President, and or parents who are representative of your school population, NAACP Liaison, lead parents of steering groups and parents of any students who will be involved in the event.  
· If you will have international visitors, arrange for interpreters or translating equipment to enhance the visit. Keep in mind that students in your school who speak the same language can also facilitate translation and should be considered for role of ambassadors.

· Form a work group to plan the visit. This includes creating a schedule for the visit. List all action steps that need to take place (such as refreshments, performances, etc)

· If you are having foreign visitors, consider reading the brief document published by the US State Department on that country. http://future.state.gov/where/maps.html. The information found there will be helpful in planning appropriate refreshments and protocol when meeting with the group.  
· Prepare a packet or goodie bag for each person attending the visit. Some examples might be a pencil, a pen, a mug, a t-shirt, and/or documents you are proud of that represent your school (such as your SIP and data that demonstrates your school’s student achievement progress). You want the visitors to leave your building knowing the pride you have in your success. Schedule a time to present this to your visitors.

· Plot the route of the visit. Enter through the main door, plan which areas of the building you will visit and the route you will follow. Walk this route with your BSM and make sure the facility along the route looks clean and in excellent repair.

· While plotting the route, make sure you establish times that visitors will see interactive classes, perhaps a performance by the chorus or a grade level. This is an opportunity to showcase particular groups within your school. (e.g., a demonstration lesson, students in a computer lab, projects, an art class, a math class with hands on activities) If individual students are selected to make presentations, they should be coached on their delivery. 
· Notify all staff of the visit and what they can expect during the visit, as well as what you expect from them.  Some visitors may want to interact with students and staff during the visit. Try to arrange the route to include this type of interaction, even if it needs to be brief. It is often the most meaningful and memorable part of a tour for visitors. 
· Make sure the total school community knows about the visitors, where they are from and why they are visiting your school.  

· Plan special parking near the front doors that will accommodate all visitors. Visitors should be dropped off at the front of the school and the van or vehicles parked in special reserved spaces. 
· Arrange for students to greet visitors at the front door. This can be members of a special group. You want to make sure the student ambassadors represent the population of your school. For example, if your visitors are from Korea, arrange, if possible, that some of the ambassadors are of that ethnicity.

· When selecting ambassadors to greet and be tour guides, consider including different groups of students. Make sure you represent the race/ethnicity of your community, involve the ROTC, club presidents; refrain from always using SGA students, in order to give more students this leadership opportunity.

· Consider having teachers who are not involved in classroom instruction take part with the student ambassadors in guiding visitors during the visit.
· Consider identifying a school photographer (staff, students, student newspaper) to take digital photos or video of events of the day. Consider inviting the school system photographer by contacting the Public Information Office. Also, consider inviting the local newspaper (e.g., “The Gazette”) to send a photographer. 
· If the visit includes lunch, plan for any dietary restrictions for groups of people.  
The Day of the Visit:

· Prior to the visitors’ arrival, walk the charted route with the student ambassadors. This also gives you one additional opportunity to make sure everything looks nice before visitors arrive and to answer any last-minute questions the ambassadors have.
· Have a safe secure place for guests to leave their coats, purses, etc. Offer visitors coffee, water and treats. Allow time to use the restroom. Most visitors have traveled for a period of time and will appreciate time to refresh.

· Begin with a short welcome; tell about your school. Visitors may want to take pictures of classrooms and bulletin boards. 
· Remember, the principal’s role is to be host, allow student ambassadors to lead the visit and to interact with visitors. Even if you are asked a question, do your best to forward the question to parents, students and staff for their response. This is your chance to highlight your school and what you are most proud of. The best way to showcase your school is by allowing your staff, students and parents to do that for you.

After the Visit:
· Debrief with staff, students and parents following the visit and thank them for their support and participation.

· Print out the digital photos that were taken during the event. 

· Send personal thank you notes to visitors with a picture showing their participation.
· Send personal thank you notes to people who helped plan the event and make it a success.

· Feature the event in the weekly staff and community newsletters. Include a summary or paraphrased remarks that highlight feedback you received from the visitors.  An example: “Mr. _______ was especially impressed by the level of engagement ………” This allows you to give positive feedback to your staff and community and share your pride for them and your school’s accomplishments.
· Post the pictures on the school website.
· Make sure that when thanking each staff member, you copy the letter to their supervisor (Example: choral director’s letter copied to music supervisor) and their file.
· Post many of the pictures in the front office window or front hallway bulletin board with an explanation of the visit and the date. (E.g., ____ school was proud to host Japanese educators, on __date__) 
· If you have an in-house TV broadcast, make sure that there is a video clip sharing the visit with the entire school.

