CAMPUS COORDINATOR

YMTF VISIT – PREPARATION TIMELINE

2-3 Weeks Before Visit – 


Provide to your YMTF Coordinator:


a) A map and directions for locating school from major freeways and surface streets.  Indicate parking location(s).

b) A map of the school showing the room where the speakers will assemble.
c) An agenda for the visit.  (See sample agenda for contents)
d) School Bell Schedule
At your site:

a) Solicit or contact teachers who would like to have the speakers in their classrooms (10-15)

· Explanation of the visit (see attached)

· Information sheet on YMTF (see attached

b) Arrange for refreshments, ie. coffee, fruit/fruit juice, rolls.

c) Confirm a room for volunteers to convene and wrap up (approx. 20-30)

d) Confirm your principal’s or other administrator’s availability for welcome and school info.
1-2 Weeks Before Visit – 


Provide the following to your YMTF Coordinator:

a) Number of classrooms

b) Grade level, subject, and number of students in each class

c) Any special needs/interests of classes, ie. Language, special ed,, etc.

At your site:

a) Send a reminder to teachers who are hosting speakers ~ 1 week before and again day before

2 DAYS Before the Visit – 

a) Remind teachers of the visiting speakers

b) Send a copy of possible questions for use in preparing students

c) Send an “out of class” permit for teachers to send one student per class as an escort

1 DAY Before the Visit -

a) Remind teachers of the plan for tomorrow

b) Be sure you have extra maps of the campus and agendas available

c) Reconfirm w/Principal re: welcome

DAY OF THE VISIT-

a) Remind teachers of the visit and to send an escort AND to remain in the room/participate

b) Put up “arrow” signs to direct speakers from “parking” to “meeting” location

c) Alert office staff to the meeting location so they can direct speakers

d) Check “teacher absences” as a substitute teacher is often NOT a good situation for speakers

Nice to consider:

Welcome sign at parking location, and meeting room

After the visit, send a thank-you to participating teachers (include some of the student comments)

Follow-up with teachers about any noticeable effects on student attitudes, inquiries, etc.

