
 

 

 
 

 

 

 

 

PROTOCOL FOR STAKEHOLDER VISITS 
EDITION I – OCTOBER 2016 

This booklet provides information for principals, school leaders, partners, 

and administrators on the standard operating processes and procedures 

for internal and external community partner visits. 
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CONTACT INFORMATION 

DIVISION OF GRANT DEVELOPMENT & PLANNING 

Marie Thompson, Grant Development & Project Manager 

thompsmx@milwaukee.k12.wi.us or 475-8203 

Ashley Adsit, Grant Specialist 

adsitaj@milwaukee.k12.wi.us or 475-8696 

Toby Hurley, Grant Coordinator  

hairsttv@milwaukee.k12.wi.us or 475-8712 

Leah Alsteen, Grant Associate 

alsteelm@milwaukee.k12.wi.us or 475-8251 

Jasmine Wells, Grant Planning Assistant 

wellsja@milwaukee.k12.wi.us or 475-8260 

 

Address: 5225 W. Vliet Street, Room 29, Milwaukee, WI 53208 

Email:  grants@milwaukee.k12.wi.us 

Phone:  (414) 475-8260 
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INTRODUCTION 
As the largest school district in the state, Milwaukee Public Schools is 

exceptionally proud of the cutting edge innovation that takes place across 

our 158 schools. As such, there are many requests by dignitaries and external 

stakeholders (e.g. elected officials, business and non-profit partners, national 

education partners, media representatives, etc.) to visit schools in order to 

get a glimpse of the great things happening in MPS. In alignment with the 

Eight Big Ideas, specifically "Re-envisioning Partnerships," MPS will leverage 

and embrace these frequent opportunities. 

To minimize instructional disruption, and to maximize the positive experience 

for the students, staff and visitors, a standard stakeholder protocol has been 

developed and will be implemented prior to each visit. Timelines may vary, 

and adjustments should be made based on the nature of the meeting, visit 

and/or tour. 
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PROTOCOL FOR STAKEHOLDER VISITS 

NOTIFICATION PROTOCOL 

Immediately upon notification that an elected official, community or business 

partner dignitary, or other stakeholder will visit an MPS facility, the school 

principal or district staff must complete a Stakeholder Visit Intent Form, 

located on mConnect. This form is then submitted via email to the individuals 

listed on the bottom of the document. This initiates the stakeholder visit 

planning process. 

The next steps of the process include the identification of visit attendees, 

important preparation documents, purpose of visit and a schedule of facility 

walk-through and preparation meetings. 

PLANNING PROTOCOL 

VISIT ATTENDEES  

Whether hosting a school or program tour and/or meeting, the following 

individuals should be in attendance: 

 District leadership: 

o Superintendent: recommendation by the overseeing chief 

o Chief: greet visitors at the start if not available for entire visit 

o Regional Superintendent: greet visitors at the start if not available 

for the tour/meeting (if taking place at or related to specific 

schools) 

o School Principal: as appropriate based on the purpose of the visit 

 Project Point Person 

 Select work team members including involved partners, coordinators, 

teachers, etc. 

 Student greeters at the start of the visit 

The list of meeting attendees must be reviewed and approved by the 

overseeing chief one month prior to the visit date. 

https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/StakeholderVisitIntentForm.pdf
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TYPE OF VISIT & LOCATION 

Determine whether the visit will include a school or program tour as well as 

the number of locations involved. If there will be a formal meeting, determine 

if the visit will begin or conclude with the meeting. A master of run-of-show 

must be developed to outline the visit timeline for all components from start 

to finish. This document will also assign talking points to each of the involved 

individuals to ensure seamlessness. 

IMPORTANT DOCUMENTS 

The following documents will support 

district personnel through the visit 

planning process: 

 Meeting agenda: outline 

formal meeting topics and 

the order of conversation 

 Run-of-show: detail the visit 

timeline, locations and 

talking points 

 Talking points: detail talking 

points for the 

superintendent, chief and 

school leadership 

 Meeting materials: in a booklet, folder or binder format to provide 

relevant information for the stakeholder during the visit and/or 

meeting 

 Name table tents or name tags: create a standard format to identify 

attendees in the formal meeting 

  

IMPORTANT 
RESOURCES 

Stakeholder Visit Intent Form 

Protocol for Stakeholder Visits 

Protocol for Stakeholder Visits 
Worksheet.docx 

Protocol for Stakeholder Visits 
Appendices 

Stakeholder Visit Letter 

https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/StakeholderVisitIntentForm.pdf
https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/ProtocolforStakeholderVisits.pdf
https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/Stakeholder-Visits/ProtocolforStakeholderVisits-Worksheet.docx
https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/Stakeholder-Visits/ProtocolforStakeholderVisits-Worksheet.docx
https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/ProtocolforStakeholderVisits-Appendices.pdf
https://mconnect.milwaukee.k12.wi.us/MPS-Intranet/CIO/Resources/Grants/ProtocolforStakeholderVisits-Appendices.pdf
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DISTRICT & SCHOOL FACILITIES 

MPS Department of Facilities and Maintenance will support stakeholder visits 

by ensuring district and school facilities are in presentable condition. A series 

of facility walk-through meetings will take place from the time of visit 

notification up to the visit date. The purpose of these walk-throughs is to 

identify superficial projects that can be addressed prior to the visit date. 

Individuals attending these meetings should include the manager of building 

operations, area supervisor of facilities, school leadership, project lead, grant 

manager and appropriate partners and work team members. The timeline of 

these walk-throughs is detailed in Important Dates. 

IMPORTANT DATES 

Scheduling the following events will support district personnel in the visit 

planning process: 

Meeting Meeting Order Attendees 

Initial planning meeting Meeting #1 Lead, chief, Ann and Marie 

 

Series of daily/weekly 
facility walk-throughs at 
visit location based on 
timeline (approx. 3) 

 

 
Ongoing 

Facilities supervisor, lead, 
school leadership, regional 
superintendent, Marie, and 
Ann 
*Include Denise Calloway if 
media is involved 

Pre-Meeting(s) with chief 
to review itinerary and 
meeting materials 

Meeting #2 
(more as 
needed) 

 

Lead, chief, Ann and Marie 

Pre-Dry Run Meeting to 
review itinerary and visit 
materials 

 

Meeting #3 
Superintendent, chief, lead, 
Ann and Marie 

Dry Run Meeting to finalize 
itinerary, run-of-show and 
visit materials 

 

Meeting #4 
Superintendent, chief, 
regional, lead, Ann, Marie 
and all visit attendees 

Stakeholder Visit Final Meeting 
All visit attendees include 
setup staff 
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PREPARATION FOR STAKEHOLDER VISITS 

TWO MONTHS PRIOR TO VISIT 

This phase of planning is intended to address overarching logistics to 

determine location, type of visit, work team tasks and a schedule of events 

leading to the visit date. 

TOUR & MEETING PREPARATION 

 Issue a standard email from the superintendent to the content expert 

and respective chief on the role of Ann and Marie 

 Convene a planning meeting to determine visit structure: 

 Meeting length, attendees, location(s) 

 Tour location(s), length, attendees 

 Contact Denise Callaway to determine media release protocol 

 Engage Chris Thiel a government official will be in attendance 

 Draft a meeting agenda to share with work team and overseeing chief 

for approval 

 Determine potential meeting materials needed (reports, school data, 

etc.) 

 Review district glossy folder and identify documents to include for 

guests 

 Determine the format of meeting materials (binder, booklet, 

PowerPoint, etc.) 

 Draft run-of-show document detailing logistics of visit and timeline 

 Start preparing meeting materials and assign the work team pieces to 

prepare 

COMMUNICATION WITH GUESTS 

 Send a confirmation email to stakeholder to verify meeting date and 

time 

 Send Outlook invite for meeting date to stakeholder 
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ADMINISTRATION 

 Send Outlook invite for pre-meeting to superintendent (if needed) and 

all meeting and tour attendees to confirm agenda, run-of-show and 

meeting materials 

 Send Outlook invite for meeting date to superintendent (if needed) 

and all attendees 

 Send Outlook invite to facilities, building personnel, school leadership 

and work team for facility walk-throughs 

 Schedule a timeline for meeting material completion, including 

formatting and assembly 

ONE MONTH PRIOR TO VISIT 

This phase of planning is intended to finalize logistics leading up to the visit 

date. 

TOUR & MEETING PREPARATION 

 Determine tour route and stops including specific classrooms, 

programs, etc. 

 Orientate teachers, program and building staff on visiting guest and 

give specific direction 

 Finalize the list of meeting and tour attendees 

 Finalize meeting agenda 

 Finalize the format of meeting materials (binder, booklet, PowerPoint, 

etc.) 

 Review run-of-show document detailing logistics of visit, timeline and 

potential talking points 

 Review first draft of meeting materials with work team and overseeing 

chief 

 Request approval of agenda, run-of-show, and list of meeting materials 

by overseeing chief 

COMMUNICATION WITH GUESTS 

 Share a draft of the agenda with stakeholder via email for feedback. 
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ADMINISTRATION  

 Send Outlook invite for pre-meeting to Superintendent (if needed) and 

all meeting and tour attendees to confirm agenda, run-of-show and 

meeting materials 

 Request appropriate number of safety personnel 

 Request safety personnel wear white uniforms 

 Determine whether refreshments or meals are needed 

TWO WEEKS PRIOR TO VISIT 

This phase of planning is for finalization of materials for the visit date. 

TOUR & MEETING PREPARATION 

 Format final meeting materials to share at the pre-meeting to include 

a table of contents and page numbers 

 Develop background information on visitor, including their interests, 

motive for the visit, and picture to provide to meeting participants 

 Hold pre-meeting with MPS leadership and involved partners to review 

meeting agenda, meeting materials and thoroughly discuss the run-of-

show document 

 Create talking points based on final run-of-show for superintendent, 

chief and school leadership as needed 

 Conduct a mock walk-through with school leadership and talk with 

teachers on the route 

 Determine technology needs for visit 

 Identify a secure space where coats can be stored 

 Arrange parking for the Superintendent and guests 

 Designate a meeting/tour timekeeper to keep group on schedule 

 Identify student greeters and prepare those individuals 

 Create a data wall to highlight during visit/tour as a best practice 

 Prepare and showcase key bulletin boards on visit route 

 Prepare teachers throughout the building and on the tour route 

 Provide principals with questions that the stakeholder may pose 

 Prepare a specific and attainable answer to a "What can we do for 

you?” question from visitor 
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COMMUNICATION WITH GUESTS 

 Send a confirmation to stakeholder to verify meeting date, time and 

location, and inquire on if assistance is needed while traveling in 

Milwaukee 

ADMINISTRATION  

 Coordinate and schedule work team help with setup prior to the 

meeting 

 Arrange for refreshment/meal delivery or setup 

 Schedule time for final formatting of meeting materials 

 Schedule printing of materials with MPS Duplication Services 

 Schedule time to assemble binders/print booklets/practice PowerPoint 

ONE WEEK PRIOR TO VISIT 

This phase of planning is for final preparation of materials for the visit date. 

TOUR & MEETING PREPARATION 

 Complete final format of meeting materials and agenda for consistency 

 Hold final pre-meeting with MPS leadership and involved partners to 

review meeting agenda, meeting materials and thoroughly discuss the 

run-of-show document 

 Discuss talking points based on final run-of-show for superintendent, 

chief and school leadership as needed 

COMMUNICATION WITH GUESTS 

 Send final agenda and timeline to stakeholder 

ADMINISTRATION  

 Confirm appropriate number of safety personnel are scheduled and 

will wear white uniforms 

 Complete final walk-through at meeting/tour location with school 

leadership and work team 

 Print name table tents for attendees and possible drop-in attendees 
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TWO DAYS PRIOR TO VISIT 

This phase of is for final presentation materials for the visit date. 

ADMINISTRATION  

 Print agendas 

 Print meeting materials 

 Assemble binders/booklets/folders 

 Confirm meals/refreshment details 

DAY OF VISIT 

 Setup meeting space (see picture in Appendix A) 

 Deliver agendas and meeting materials including pens Best practice: 

Provide samples of student art or projects related to the guests 

 Setup name table tents 

 Debrief with MPS leadership, the work team and involved partners 

FOLLOWING VISIT 

 Create thank you notes in an electronic version for each guest within 

three days of visit and email those to Marie and Ann to send to Gail 

Davidson 

 Confirm thank you notes were sent and follow-up on stakeholder 

questions 

 Send a ‘Thank You’ email to all involved individuals
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LETTER FROM DR. DRIVER 
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STAKEHOLDER VISIT INTENT FORM 
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APPENDICES 

APPENDIX A: MEETING SETUP 

(STUDENT AMBASSADORS/REFRESHMENTS/SPOTLIGHT WALLS) 
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APPENDIX B: MEETING AGENDA 
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APPENDIX C: RUN-OF-SHOW 
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APPENDIX D: CONVERSATION POINTS 
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APPENDIX E: EVENT SPEECH 
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APPENDIX F: INTERNAL THANK YOU 
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APPENDIX G: STAKEHOLDER THANK YOU 
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APPENDIX H:  FORMAL ASK 
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APPENDIX I: TABLE TENTS & NAME TAGS 
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APPENDIX J: WELCOME SIGNS/BANNERS/PODIUM SIGNS 
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APPENDIX L: AUDIO VISUAL EQUIPMENT CONSIDERATIONS 
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