
CULTURAL ARTS COMMITTEE BASICS 

 

What should I do first? 

• Establish a committee of parents and staff.  2-5 
members are ideal. 

• Ask what arts programs were presented at your 
school in the last 3-5 years to avoid repetition.  

• Solicit input from your Principal and staff for 
better cultural enrichment “buy in” and planning 
support. 

• Is there a special need to address in your school?  

• Many teaching artists align their programs with 
Maryland Department of Education Standards. 

• Establish your budget, ideally before

 

 the PTA 
summer budget meeting. 

Choosing performing artists 

• Discuss whether you want to present a range of 
artistic disciplines, such as theater, dance, music, 
puppetry, mime, or storytelling, or feature 
traditions of particular cultures in your school this 
year. 

• Attend Cultural Arts Showcases in your area, and 
collect one set of promotional materials. Take 
notes about the artists you see: 

1. How well did their program involve the audience? 
Does it meet special needs and/or interests for 
your school? 

2. Is the program age-appropriate for your school?
     
Did you enjoy it? Why? 

3. Does your school have the appropriate 
performance space needed? 

• Talk to artists about programs, including 
workshops and residencies, and visit their website. 

• Other artist resources to explore: Maryland State 
Arts Council www.msac.org, Class Acts Arts 
www.classactsarts.org, or Young Audiences of 
Maryland www.yamd.org. Network with other 
PTA Cultural Arts committees, or contact your 
county arts council for recommendations. 

• Have a committee meeting to share ideas.  If you 
did not attend showcases, or wish to consider 
artists who do not participate in showcases, you 
can ask artists to let you preview their program in 
a local school into which they are scheduled.  Call 
the school to let them know you’d like to attend. 

• Match your final list against your budget. 

• Look to see if your chosen artists receive 
Maryland State Arts Council Artist-In-Education 
(AiE) Visiting Performer Program funds.  Up to 
1/3 of the total cost of a given service may be 
covered (performer’s fee + travel = total cost). 
Up to 3 different productions per school per year 
can be obtained by the school/site in this way. The 
MSAC roster is posted at www.msac.org. 

• AiE artists or their representatives can provide 
more information.  You may decide to apply for a 
grant from your county Arts Council or a 
corporate sponsor. 

• Talk with nearby schools about sharing an artist 
for a day, so you can try to negotiate a fee 
reduction by block-booking the artist. 

• Public schools that receive Title 1 federal funding 
to serve students from lower-income families in 
suburban Maryland and Northern Virginia are 
eligible for free programs each year through the 
Washington Performing Arts Society. Visit 
www.wpas.org and search Concerts in Schools 
program. 

 
It’s time to schedule your programs! 

• Check the school’s master calendar for several 
available dates for each program.   

• Discuss your chosen dates with your Principal or 
designated staff member, as well as his/her 
expectations for good audience manners.  Discuss 
the value of using study guides and how teachers 
can model appropriate behavior by giving their full 
attention to the program (and not be engaged in 
other activities, like grading papers). 

• Will the programs be presented in the morning or 
afternoon?  Check out before/after school care 
schedules and breakfast/lunch schedules if you 
need to use the all-purpose room.  Allow time for 
table set-up and clean-up. 

• Contact the artist or their representative.  Have 
the following information ready: 

1. School address, phone number, and clear 
driving directions from the nearest major 
highway. 

2. Program times.  Assembly programs are 
usually 45 minutes long, with a 15-minute 
break between programs if you schedule two 
of them back-to-back. 

3. Grade levels and number of students 
attending each program.  For K-5 schools, 2 

http://www.msac.org/�
http://www.classactsarts.org/�
http://www.yamd.org/�
http://www.msac.org/�
http://www.wpas.org/�


 

 
 
8720 Georgia Ave., Silver Spring, MD 20910                                                www.classactsarts.org    info@classactsarts.org 

programs can be split between K-2 and 3-5, 
so that the artist can tailor their program to 
age groups.  Some artists limit audience size.  

4. Any special needs audience considerations the 
artist should know about. 

5. Audio and visual equipment available in the 
school, especially the number of working 
microphones (with stands).  Artists will 
sometimes need them. 

6. Will unloading/loading interfere with bus 
arrival/departure times? Can parking be 
reserved for the artist? 

 
Ask the artist/representative 

• When will they arrive?  What will the school need 
to do to prepare for them? 

• Confirm the fee, including travel costs, and 
payment terms.  To whom should the check be 
made payable?  

• Confirm that they will send you study guide 
materials. 

• Will they send you a contract, or do they expect 
you to put the program details in writing?  

 
It’s Show Time!  

• Publicize the program in your school newsletter, 
email listserv, website or Facebook page.  Call 
local newspapers to cover the program or take 
photographs.  

• One week prior the program, distribute a study 
guide to every teacher, including art, music and 
physical education.  Encourage teachers to discuss 
good audience manners. 

• The day before the program, make sure all 
technical needs are met – tables, chairs, 
microphones, etc. should be located and ready to 
set up the next day. Ensure that the performance 
area is clear. 

• Collect a check from the Treasurer to bring (or 
mail to representative) on performance day. 

• If you wish staff to complete an evaluation form, 
pass it out the day before.  

• Greet the artist upon arrival, or make sure that 
the office is prepared to do so – usually 30-60 
minutes prior to the first performance. 

• Offer juice or water to the artist for their use 
during the program. 

• Take the artist to the performance space.  
Establish seating arrangements- younger children 
sit in front.  Will the artist need a center aisle?  
How does the artist wish to be introduced? 

• Make sure there are good sight lines of the stage 
area for all attendees, especially those in the back. 

• Remind the office staff to call classes 10-15 
minutes before the program start time. 
IMPORTANT - The performance time you set up 
with the artist should be when the program 
actually starts.

• You or the Principal introduces the artist, and 
communicates audience behavior expectations. 
Acknowledge any sponsors (PTA, Arts Council 
grants, etc.)  Enjoy the show! 

  If the program is delayed, discuss 
the ending time with the artist before they begin 
in case the program needs to be shortened. 

• If applicable, pay the artist following all performances. 

• Offer to help break down the set with volunteer 
help. 

• If you especially liked the performance, send the 
artist a letter, or ask the students to write letters.  
Collect any evaluation forms or complete one 
yourself. Post comments and photos on your 
school’s website or Facebook page. 

 
Looking Ahead 

• Develop a “wish list” of performances that you 
didn’t have time to present or money to pay for.  
Take the pressure off waiting until fall to choose. 

• Develop a budget in the spring for the next year, 
and advocate for it during your PTA budget 
meetings in the summer.  Be pro-active! 

• Decide if you’d like to apply for a Performing Arts, 
Visual Arts, Playwriting or Poetry residency from the 
Maryland State Arts Council for next year.  The 
deadline is in late spring, so begin planning in late 
winter.  There is a spring conference for schools 
to meet residency artists. Website www.msac.org 
and phone number 410-767-6484 

• Look into applying for a $2000 Target Arts and 
Culture in Schools grant. Applications are accepted 
March 1- April 30 each year, with grant notifications 
in September. www.target.com/grants.     Rev. 3/2011
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