
 

Turnaround Artist/VIP Visit Instructions 
 

PRE-PLANNING 

Whether planning for a visit by your Turnaround Artists or for other national or local VIPs to 

whom you want to show off the school, the key is preparation with an eye to strategic impact. In 

the case of Turnaround Artists and other Turnaround Arts: National VIPs, the Program Director 

of Turnaround Arts: National will work closely with the Local Program Director and the principal 

on the planning of these visits. Often prior notice of these visits is short, so planning can be fast 

and intense. It is critical that all of us working on the visit quickly overcome challenges and work 

as efficiently as possible, and that all parties involved fully follow through on their 

responsibilities.  

  

STEP 1: Draft a Schedule 

In the case of Turnaround Artist visits, the Program Director of Turnaround Arts: National will 

generally convene a conference call with the principal, Local Program Director, and the school 

district’s public relations person as soon as a date has been set. They’ll discuss and draft an 

agenda for the day—from arrivals to departures. The draft agenda will then be shared with the 

Turnaround Artist for his or her approval. In all cases, VIP visits should have a pre-set schedule. 

 

Schedules should take into account the agenda for the day, the driving questions, and the 

school and local program objectives for the visit. They should almost always include a greeting 

by a student ambassador when the guest walks in the door, classroom visits, and time spent 

with the principal.  

 

STEP 2: Making the Visit Happen 

Once a rough agenda has been approved, preparations for the visit begin. Roles and 

responsibilities will be determined early on. Here are some examples:  

 

Securing Press 

Turnaround Arts: National will work directly with the school district’s PR person to secure 

press coverage for the event. Frequently, our Artists have strong preferences about the 

type and degree of press they prefer so please do not take initiative in this area unless 

approved or encouraged by Turnaround Arts: National. National staff will also work with 

the local team to draft a news release. 

 

Preparing Staff and Students for a Visit 

Prior to any high-profile visitors, it is important to inform staff as to the identities of the 

visitors, the purpose of the site visit and what their respective roles will be during the 



day. The Local Program Director or principal should also meet with teachers of 

classrooms that will be visited, and plan with them how to inform students about visitors, 

the purpose of the visit, and their expected behaviors. Often, it is helpful to have 

students practice desired behaviors such as explaining their work, greeting someone, 

and pronouncing their guests’ names accurately. When visitors walk into a classroom, 

either the teacher or a student should greet them and explain what the class is doing. 

 

Turnaround Artist Visits 

Having a celebrity walk the halls of your school is an exciting experience for nearly 

everyone. It’s important that some groundwork be laid to make it an enjoyable and fun 

experience for all. So please share the following information at your school at least one 

week before the Artist’s visit. These are written for teachers and other school leaders to 

easily review with students.  

 

ARTISTS’ VISITS TIPS FOR STUDENTS 

1. Be yourself and be friendly. S/he flew all the way from XXX to visit with you! 

2. If s/he walks in your room or when s/he enters the cafeteria, acknowledge him/her by 

saying hello and thanking your Artist for visiting. Screaming, taking photos or asking 

for an autograph might make your Artist embarrassed and will hold up the day. 

3. If you pass your Artist in the hall or playground, wave and say hello, and then keep 

playing or walking as usual. S/he wants to see you as you usually are at school. 

4. If your Artist is introduced to you, shake their hand (or give them a hug) and say 

"Nice to meet you!” and welcome them to your school. Answer any questions, and, if 

there is time, ask a friendly question. 

5. Address your Artist as Ms. or Mr. XXX unless they tell you otherwise. 

6. Most of all, enjoy the honor of having your Artist at your school. Your school is an 

amazing place, and your Artist will love being here and seeing you all! 

 

ARTIST VISIT TIPS FOR TEACHERS AND STAFF 

1. Follow all the student tips! 

2. Often there is a scheduled time for a staff photo with your Artist. Please do not 

request individual photos with him or her. 

3. If your students make a gift or card for your Artist, please discuss with your principal 

the best way to give that to the Artist. 

4. Keep the visit a secret from your community until told that the visit is public 

knowledge. We control press very carefully and a leaked story can compromise 

timing, diminish the benefit to the school, and conflict with the Artist’s request. 

5. Consider how to make the school as inviting and artistic as possible. This is a great 

time to put amazing art in the hall or make a welcome banner. 

6. Take time to inform your students about the Artist and their work. Some materials will 

be provided to you, but consider how to best make this Artist real and approachable 

to your students. In the past, schools have studied their artwork, read up on their 

lives, studied quotes, done art projects related to his or her work, listened to music 

created by the Artist, and written letters to him or her as a writing exercise 



7. Make it fun and build the suspense! 

 

CONDUCTING THE VISIT 

On the day-of, school visits often involves at least these four parts:  

 

1. Student Ambassadors 

Students are the best ambassadors for your school. Assign student escorts for each 

VIP visiting the school. Make sure they have read up on their guest and are ready to 

discuss the positive changes in your school. 

2. Initial Meeting with School Leadership and Arts Team Leader 

a. Introductions and agenda for the day are reviewed and approved. 

b. Often, some time alone with the principal is optimal at the beginning of the 

visit, so visitors can learn about the background of the school and current 

successes and challenges. This may often include explaining the basic 

information of school, including enrollment, curriculum description, goals for 

the arts this year, etc. This is the guest’s first visit. Encourage your principal 

to think of these remarks as “telling the story of the school,” giving his or her 

guests insights into the driving issues and challenges, and also inspiring them 

with the school’s vision and innovative approach. 

c. Clarify any expected behaviors or interactions, including for classroom visits. 

Note: Classroom visitors generally are expected to not interrupt instruction 

and will take cues from the teacher and student as to where to sit and, if 

appropriate, to talk. 

3. Tour of School and/or Classroom Visitations 

a. School leadership orients the team to the building: Orientation to grade and 

classroom organization, teacher workspaces, and special rooms such as 

library, gym, art studios, etc. 

b. The team visits classrooms, as fits with the visit’s objectives. 

4. Performances or Demonstrations of Learning 

It is always a hit to include a short assembly during the visit so all of the school 

can hear from and see your VIP. This is also a great time to showcase some of 

your amazing talent, such as a short program that includes, singing, spoken 

word, dance, or theater. Make it brief and high-quality. You may consider giving 

a piece of student artwork to your guest to thank them for visiting.  


