
Protocol
Suggestions around Hosting
Classroom/Presenters, Invited Guests and Elders
Into Schools and Classrooms

As the Host/ess, here are some suggestions you may want to consider:

· Greet the Presenter/Guest at the Office 
· Sign in and give the Guest a Visitors Tag
· Introduce the Guest to Secretary and Principal

· Show the Guest where the Washroom is

· Offer water to Guest

· Have some background knowledge or a write up on who the guest is

· Go with the Presenter to the Class and introduce the Guest to the class
· Know how long the presentation will be

· Does the Presenter need equipment ie. TV, Stereo 
· A thank you card signed by you and staff that had presenter 
· Find out how the school will make the payment to the guest: check, honorarium, etc.

· A gift of tea for the Elder
· At a feast, Elders are served first

· You may want to assign students to serve Elders
· Remind classroom teacher/s that they should be present at all times during the presentation for safety and management 
Connie Kulhavy

SD68 Nanaimo/Ladysmith

District Aboriginal Cultural Coordinator

250 244 1020
