Timeline for Student Visits to The Ohio State University

Note: Timeline is a recommendation. Many departments reach their capacity for student presentations early in the year. This timeline may not accommodate all situations.
Throughout the planning process:

· Obtain preapproval for all costs

· Check with business office to make sure you are aware of the time needed to process paperwork for purchases

· Clear plans with all parties involved

· At Ohio State

· Deans, department chairs, others involved at Ohio State, as applicable
· At the school 
· Principal, administration, involved teachers, as applicable
At least four to six months prior to the visit:
· Preliminary Evaluation (Prep Work)

· Purpose of the outreach effort/the visit
· What does success look like?

· What does the department want to fine-tune or develop?

· What is the estimated cost?

· Who are the funders?

· What will the cost to the department be?

· What resources are needed? Available?

· Develop the event 
· Brainstorm possible presenters and ideas for activities for the day

· Be sure event planned is age-appropriate

· Determine ideal number of students and chaperones for the visit

· Create a complete time-line for the day

· Include arrival time

· Time spent at each proposed activity

· Any items and/or equipment needed at each activity

· Responsible person(s) for each stage of the day

· Travel time between activities

· Restroom breaks (check restroom sizes and locations to ensure sufficient facilities for visitors)
· Meal breaks (if applicable)

· Look at physical space options

· Consider distance between buildings

· Consider restroom availability

· Consider what classes might be occurring in the building – be sure your group will not be a distraction

· Consider possible dates

· Be sure to consider the Ohio State calendar as well as the calendar of the school with which you are working

· Note conflicting events that may create a hassle on the day

· Identify school testing dates and blocks of time set aside for test preparation time 

· April and May are very busy months on campus and in the schools. Use caution when planning during those months.

At least three to four months prior to the visit:

· Settle on the date for the event that works for all parties involved
· Contact possible presenters

· Be clear about age-level of the students
· Be clear about time-frame allotted and/or about the amount of time the presenter will need

· Be clear about needs of the day
· Determine mode and cost of transportation
· CABS bus service (tp.osu.edu/cabs)
· Public/City school transportation

· Adult drivers in personal vehicles (teachers/parent chaperones)

· Be sure to identify number of parking passes that will be needed and obtain from Transportation and Parking

· COTA public transportation (www.cota.com)
At least three months prior to the visit:

· Confirm presenters
· Finalize schedule

· Confirm transportation
· Determine number of adults needed to satisfy an adult to student ratio of 1 adult to 8 students

· Even if the school is bringing an adequate number of adults to chaperone, be sure to also have at least a few Ohio State representatives to accompany the group.

· Arrange for food

· Food (make provisions for allergy, religious, and cultural needs)

· Drink

· Paper products

· Restroom access

· Check on location of restrooms and number of facilities

· Make provisions to have restroom monitors in place

· Allow time in the schedule for students to use restrooms

· Food delivery time
· Cost

· Payment method

· Communicate with school officials to verify that the food arrangements are acceptable

· Continue communicating with all parties involved

· Continue to communicate with Ohio State and school officials
· Send an update to all parties involved
At least two months prior to the visit:

· Communicate with confirmed presenters
· Reconfirm date, time-frame, and content of presentation
· Identify needs of presenters for the event

· Remind presenters about keeping language and style of presentation appropriate to age-level

· Check on student permission forms, emergency forms, and media release forms with the school
· Obtain sponsoring department staffing and supply needs

· How many student volunteers will be needed?

· What do presenters need

· Audiovisual needs

· Handouts

· Etc.

One month prior to the event

· Make PR contact regarding the event, as appropriate (off-campus contacts should be made through Media Relations)

· The Lantern

· OSU Today

· Columbus Dispatch

· Radio

· News channels

· Make contacts to obtain gifts or freebies to distribute to students during their visit

· Departments/organizations may have pens, t-shirts, magnets, string backpacks, or other items left from other events that they can donate

· Be sure any gifts or freebies that are being distributed are age-appropriate

· Find out about school rules about things like candy, “jewelry” (including rubber bracelets), etc. 

· Maintain communication with presenters, even if just a brief contact to check in regarding their needs

· Locate student volunteers to assist with the day

· Majors within sponsoring department

· Students from student organizations
Two to four weeks prior to the event

· Fine-tune evaluation

· Check on permission forms, emergency forms, and media releases for visiting students
· Reconfirm EVERYTHING with school principal and contact people at the school

· E-mail the final plan

· Be sure to CC all necessary people

· Alert visitors that they should wear comfortable shoes for walking and be prepared to be walking outside, regardless of weather

· Reconfirm chaperone numbers

· Reconfirm student numbers, checking to see if any students have disabilities that might require special attention or consideration when moving around campus.

· Send parking passes, if needed

· Identify procedure for what to do if students become sick while on campus

· Send campus maps to school
· Maintain communication with presenters, even if just a brief contact to check in regarding their needs

· Confirm student volunteers
At least one week prior to the event

· Pick up any gifts or freebies that have been located for distribution at the event
· Visiting students

· School chaperones

· Teachers/classroom aides

· Ohio State student volunteers

· Double-check:

· Food

· Transportation

· School 

· Reconfirm that the schedule is fine

· Reconfirm arrival location

· Be certain that schools have received parking passes, if needed

· Department/presenters

· Reconfirm department and presenter needs
· Reconfirm times and locations

During the week prior to the event
· Check the weather forecast

· Bag the gifts/freebies for the students

· Walk paths of student visitors to note:

· Construction concerns

· Sidewalk and hallway size

· Check to see if buildings seem to have enough toilet paper, soap, paper towels

· If it looks like this will be a problem, find out who to contact to let them know about the visitors and see if extras can be arranged

· Contact student volunteers
· Remind them of their tasks

· Remind them of their arrival location

· Provide a schedule of the day

· Reconfirm food

· Reconfirm transportation
One to two days before the event

· Check weather and make recommendations to school if rain gear/snow gear/sunscreen might be needed
· Print final itinerary, making copies as needed

· Check in with presenters to see if they have any questions or needs
· E-mail student volunteers to remind them about the event

· Contact school contact people to see if they have any last-minute questions or needs
Day of the event

· Bring camera and take pictures
· Move gifts/freebies to distribution location

· Make sure student volunteers are in place

· Be sure school students are never alone, unsupervised, or with only one adult
As soon as possible after event

· Write thank-you cards

· Evaluate event

· Gather evaluation forms

· Review notes/pictures

· Debrief with key staff

· Write evaluations
