Performance Communication Protocol
(High Profiled but Short Notice Invitation)

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.
