ATLANTA PUBLIC SCHOOLS

Department of Learning Excellence – Fine Arts Department

Procedures for Schools Receiving Invitations to Perform Away from School

1. Teacher gives principal a copy of the invitation and discusses participation possibilities.

2. If principal grants approval, teacher completes the TD-100 form, submits it to the principal for his/her signature and the account number that will be used for transportation. (If assistance is needed with transportation, teacher contacts other sources such as the school Booster Organization, the PTA or the Director of Fine Arts.) 
3. Principal submits TD-100 form to SRT office for approval. 

4. SRT office submits TD-100 form to Transportation.

5. Teacher prepares permission slips, gets principal’s signature, and distributes them to students for parental approval.

6. Teacher collects permission slips from students prior to trip.

7. Teacher allows only students who have submitted an official, signed permission slip to participate in the event.

8. Teacher takes permission slips with him/her to event and leaves copies in the school office.
Procedures for District-wide Performing Groups Receiving Invitations to Perform During the School Day
1. The director of the group informs and shares invitation with Director of Fine Arts.  
2. Interim Director of Fine Arts shares information with Dr. Susan Dyer, Interim Executive Director, Department of Learning Excellence, and a decision is made concerning the group’s participation.

3. Upon Dr. Dyer’s approval, Director of Fine Arts informs Executive Directors of Schools of the performance opportunity.

4. Executive Directors of Schools shares information concerning performance opportunity with their principals.

5. The Fine Arts Office Assistant sends a list of each school’s students who are members of the group to the principal with details of the invitation and seeks approval for students to participate.
6. Upon receiving approval from all principals involved, the Fine Arts Office Assistant sends the approvals received from each principal to their Executive Director for approval.
7. Upon receiving approval from the Executive Directors of Schools, all paperwork (Principals’ approvals and Executive Directors’ approvals) is sent to the Office of the Deputy Superintendent.

8. Deputy Superintendent’s Office informs Director of Fine Arts of approval or denial of request.

9. Director of Fine Arts informs music teacher/director of group of approval or denial.

10. If approval is granted, music teacher/director of the group completes a TD-100 form and submits it to the Fine Arts Office.

11.  Director of Fine Arts signs TD-100 form, assigns an account number for the transportation and sends it to the transportation department.

12. The Fine Arts Office Assistant inputs the transportation request into Lawson.

13. The manager of the group prepares permission slips and distributes them to the members of the group for parental approval.

14. The manager collects permission slips from students prior to trip.

15. The performing groups’ staff only allows students who have submitted an official, signed permission slip to participate in the event.

16. The manager takes permission slips with him/her to event and leaves copies in the school office.
Procedures for District-wide Performing Groups Receiving Invitations to Perform After School Hours

1. The music teacher/director of the group informs and shares invitation with Director of Fine Arts.  

2. Director of Fine Arts shares information with Dr. Susan Dyer, Interim Executive Director, Department of Learning Excellence, and a decision is made concerning the group’s participation.

3. Upon Dr. Dyer’s approval, Director of Fine Arts informs Executive Directors of Schools of the performance.

4. Executive Directors of Schools shares information concerning performance with their principals.

5. The manager of the group completes a TD-100 form and submits it to the Fine Arts Office.

6. Director of Fine Arts signs TD-100 form, assigns an account number for the transportation and sends it to the transportation department.

7. The Fine Arts Office Assistant inputs the transportation request into Lawson.

8. The manager of the group prepares permission slips and distributes them to the members of the group for parental approval.
9. The manager collects permission slips from students prior to trip.

10. The performing groups’ staff only allows students who have submitted an official, signed permission slip to participate in the event.

11. The manager takes permission slips to event and leaves copies in the school office.

Procedures for Schools Receiving High Profiled but Short Notice Invitations to Perform 
1. Person who receives invitation immediately contacts the teacher and principal who will be involved and shares details of the invite.

2. Principal telephones Executive Director with request and details.

3. Principal follows-up telephone call with a detailed email to Executive Director.

4. Executive Director emails approval to principal and contacts Deputy Superintendent’s Office.

5. Principal or his designee calls and sends a fax to communications with details of the performance.

6. SRT Office contacts and arranges transportation.

7. Teacher completes and submits all normal procedure paper work.

8. Teacher follows normal procedures for “Schools Receiving Invitations to Perform Away From School” beginning with 2.
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