Red Dot School – Visit by sister school staff - Administrative responsibilities

Red Dot School will: 
•
Arrange airport pick-up for overseas visitors
· Arrange translator (if required)

•
Manage visitors’ check-in to the selected accommodation

•
Arrange orientation training for the visitors 

•
Provide a program of seminars, workshops and briefings on education 

•
Arrange opportunities for visits to key academic and cultural institutions in the region

•
Arrange reflection and evaluation sessions on the last days of the programme

•
Provide an ongoing point of liaison to assist the teachers in all aspects of their stay
•
Oversee the welfare of the visitors during their visit and respond in a timely manner if any issues arise 

•
Ensure that the visitors are provided with a school-based orientation and induction upon arrival 

•
Ensure that the visitors are included in any appropriate school based or local professional learning opportunities 

•
Liaise directly with the visitors before arrival in Victoria, to provide them with information about the school(s) and the broader community

•
Liaise with the visitors to identify their interests / requirements for their stay 

•
Identify professional learning opportunities that may benefit the visitors within the school.

•
Ensure that there are opportunities for the visitors to integrate into the broader school community (e.g. invitations to functions and excursions outside the normally scheduled activities.)

· Deliver a post arrival welcome and briefing highlighting key issues and strategies developed for the visitors’ stay including:
· Medical response 
· Melbourne safety and travel tips

· Alcohol and drugs

· Driving / pedestrian access
· Travel insurance 
· Communication strategy.
