ADVANCEMENT PROGRAM MANUAL FOR 

CATHOLIC ELEMENTARY SCHOOLS

ARCHDIOCESE OF HARTFORD

INTRODUCTION

This Advancement Program Manual for Catholic Elementary Schools, Archdiocese of Hartford, is intended to serve as a tool for school administrators, board members and volunteers in understanding the concept and function of Advancement, and shall provide the preferred basis from which the program can ideally be formed, grow and be sustained.

According to the concept and process adopted by the Office of Catholic Schools, the ministry of Advancement for Catholic Schools, Archdiocese of Hartford is an organized comprehensive process whereby we seek to realize the mission of Catholic schools by undertaking a total effort to analyze the educational philosophy and activities of our schools, to crystallize their objectives, project these into the future, take the necessary steps to realize them, and continually follow through to see that the objectives are realized.  The Archdiocesan Advancement Program for Catholic Schools is designed to promote understanding, acceptance and support of Catholic education among various publics.  These publics include parish priests, school principals, school boards, parents of students enrolled in Catholic schools, alumni, past parents, friends, business, industry, private and corporate foundations, etc.  The Program includes in its overall process:  public relations, marketing, student recruitment, constituency relations (i.e. alumni, parent, past parent, friends, business) and the securing of financial resources for annual operational support, capital projects, and for the building of endowment.

Advancement is not synonymous with fund raising, but rather is a process which flows from institutional planning.  It is a concept that includes not only the mechanics of fund raising, but the aims, mission, programs and services of the organization seeking support.  The Advancement program is also driven by the institutional plan.

This is the concept set forth by Gonser Gerber Tinker Stuhr, Advancement Consultants, and adopted for Catholic School Advancement Programs.  Advancement as conceived for American Catholic elementary schools is defined as "the overall concept which holds that the highest destiny of an institution can be realized only by a total effort on the part of the entire institution to analyze its philosophy, to crystallize its objectives, project them into the future, take the necessary steps to realize them and continually follow through to see that the objectives are realized."  Advancement is an organization-wide concept.  An effective program involves the entire school and all of its related publics; while largely volunteer-based, it is a team effort.  The purpose of Advancement in capsule form is threefold:

(
To build awareness, acceptance, and support for the school and its mission;

(
To provide the number and quality of students that the school desires and can serve;

(
To obtain financial support for annual operational expenses, special projects and capital growth.

The Hartford Archdiocesan Elementary Schools Advancement Program addresses the above through four primary functions which serve as the essential components of the Program:

Public Relations/Marketing
Student Recruitment

Alumni and other Constituency Relations

Annual Fund

It is only those schools whose leadership has the understanding, desire and ability to implement the basic functions of Advancement that will succeed in this program.

The Archdiocesan Elementary Schools Advancement Program begins uniquely as a strongly volunteer based effort and gradually may lead to professional staffing at the local school level as resources permit and as program growth dictates.
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HISTORY OF THE PROGRAM

A formal program of Institutional Advancement is in place in all Catholic elementary schools within the Archdiocese of Hartford, as a result of the vision of the late Most Reverend John F. Whealon, D.D., Archbishop of Hartford, who considered Catholic education a priority and strongly supported the concept of Advancement for Catholic schools as a way of involving a wide range of people in supporting the teaching mission of the Church.    Today the Program has the ongoing strong support of the Most Reverend Henry J. Mansell, Archbishop of Hartford.  The purpose of the Program is to provide for each elementary school the tools and strategies necessary to achieve long-term stability and growth; it demonstrates a creative, positive, aggressive posture toward securing a strong, stable future.

The Catholic Schools Advancement Program, launched in September 1987, in the Archdiocese of Hartford is an organized, comprehensive process.  The process begins with the reaffirmation of the mission of Catholic Schools in the Archdiocese.  We seek to realize this mission by undertaking a total effort:  to analyze the educational philosophy and activities of our schools, to crystallize their objectives, project them into the future, take the necessary steps to realize them, and continually follow through to see that the objectives are realized.  The Program includes in its overall process: Public Relations, Student Recruitment, Constituency Relations (i.e. alumni, parent, past parent, friends, business) and the Annual Fund components.  The strongly volunteer-based program, calls for involvement of the entire school community and all of its related publics.  The program numbers as many as 2000 men and women from parishes throughout the Archdiocese, serving on behalf of all Catholic elementary schools, who annually donate their time and talent carrying out the various phases of the Advancement program.  Some are providing extraordinary professional services that have a great impact on the success of individual school programs.  At each school Advancement is a team effort whose purpose is threefold:  to build awareness, acceptance, and support for the school and its mission, to provide the number and quality of students appropriate to the attainment of the school's institutional goals, and to secure a broad-base of financial support principally for annual operations, and ultimately for endowment as well as special and capital projects identified within each school's long-range/strategic plan, and consistent with the overall Archdiocesan plan for Catholic Schools.

Prerequisites for participation in the Advancement program include:  completion by the school of a Self-Study (a comprehensive analysis related to the School Accreditation Process); existence of a School Board, functioning according to Diocesan guidelines; Pastor/Principal acceptance of the concept of Advancement as an Administrative function; and, Pastor/Principal willingness to participate.

Management and Coordination

The Hartford Archdiocesan Catholic Schools Advancement Program is directly managed by the Archdiocesan Director of School Advancement.  The Director of School Advancement serves as educator, manager, motivator and evaluator to each individual Elementary School Advancement Program in the Archdiocese.  The program was conceived and implemented as strongly volunteer-based, with professional staffing provided from the diocesan level by three Regional Coordinators.  The Program today is directly serviced by the Director of School Advancement and supported by a full-time Administrative Assistant.

The Program calls for the leadership of the Pastor and School Principal.  The Pastor's interest and cooperation is critical to the success of a School Advancement effort.  The program is found to be most successful when the administrators, Pastor and Principal, first understand the concept of Advancement and accept the function of Advancement as part of the administrative responsibilities.  The Pastor (in cooperation with the Principal) is asked to create an Advancement Team by selecting (from within the Parish Community) and personally inviting five individuals to lead the school Advancement effort.

The Advancement Team is composed of one representative from the School Board who serves as Advancement Chairperson, whose primary responsibility is to oversee the work of the Advancement Team on behalf of the School Board and report regularly to that Board on the progress of the School's Advancement effort.  The team is then constituted of four vice chairpersons:  one for Public Relations, one for Student Recruitment, one for Alumni Relations, and one for Annual Fund.  These individuals are selected by the Pastor and Principal on the basis of their interest and expertise in the specific area and their availability for regular meetings.  It is the Advancement Team, assisted by other volunteers, recruited as needed, who are expected to perform the basic tasks.

A formal ongoing Advancement Training Program is conducted in the form of two Major Workshops (Fall and Spring) of each year, with additional Regional In-Service Seminars.  Workshop programs are prepared and conducted by the Director of School Advancement and/or a consultant.  Topics covered within the Workshops include:  Marketing the Catholic School, Planning and Executing an Annual Fund, Role of the School Board in Advancement, The Principal as Leader, The Pastor as Pacesetter, Major Gifts and Endowment, and Long-Range/Strategic Planning, etc.

Components

The ministry of Advancement for Catholic Schools, Archdiocese of Hartford, is an organized, comprehensive process.  The process begins with the reaffirmation of the mission of Catholic schools.  The Program is designed to promote understanding, acceptance and support of Catholic school education among various publics.  These publics include parish priests, parishioners, school principals, school boards of education, parents of students enrolled in Catholic schools, alumni, parents of alumni, friends, small businesses, private industry and corporation foundations, etc.  As stated earlier, our purpose is threefold to build awareness, acceptance, and support for the school and its mission; to provide the number and quality of students that the school desires and can serve; and to obtain financial support for annual operational expenses, special projects and capital growth.  We address these objectives through work in the four primary areas:  Public Relations, Student Recruitment and Retention, Alumni Relations, and Annual Fund.

The Advancement program at each school is phased in over the three-year pilot period as follows:  YEAR I:  Initiate Planning Process, directed by the Office of Catholic Schools, through a series of workshops/seminars; Public Relations, focus on Media Relations; Publications (School Brochure, Quarterly Newsletter, etc.) enhancing the image of the institution to its various publics; Alumni Relations, initiate development of Alumni and Past Parent Data-bases, establish Alumni Council, where the leadership is selected/invited to serve; Student Recruitment, implement new strategies for Recruitment of students at all grade levels.  YEAR II:  Complete Long-range Planning Process and Produce First Annual Advancement Plan; Public Relations, refine publications - increase communications; Alumni Relations, continue research, add to Alumni/Past Parent data-bases; Student Recruitment, expand and refine initiatives; Conduct First Annual Fund Campaign, direct mail, major donor solicitation, phonothon.  YEAR III:  Public Relations; Student Recruitment; Alumni Relations, increase Alumni involvement - host Class Reunions and Grand Reunions, initiate Alumni Career Day and Alumni Masses; Annual Fund, Schools conduct second Annual Fund; Introduce Planned Giving Component for Endowment.

The Elementary Schools Advancement Program is the third component within the full program of Institutional Advancement in place on behalf of Catholic Schools in the Archdiocese of Hartford.  Diocesan High Schools have maturing Advancement programs in place which concentrate on the same areas as those within the Elementary Schools Program.  In addition, the Foundation for the Advancement of Catholic Schools is an Archdiocesan Advancement Program housed in a separate 501C3 Corporation created to raise, manage and distribute funds for the general good of all Catholic schools in the Archdiocese of Hartford.  Chaired by the Most Reverend Henry J. Mansell, the Foundation is governed by a thirty-member Board of Trustees.  The Director of Development for the Foundation for the Advancement of Catholic Schools provides direct staff support to the Foundation's Board of Trustees.  The Foundation operates as an ongoing major gifts vehicle designed to cultivate and close major gifts on behalf of all Catholic Schools in the Archdiocese of Hartford.  The Foundation invites philanthropic support to address current educational priorities and endowment.  Such gifts may be restricted or unrestricted.  For the present, Elementary and Secondary School Advancement Programs concentrate primarily on short-term financial objectives, while it is the Foundation which addresses the more long-term priorities.

Advancement Program

Ten Basic Ingredients:

· Strategic planning – the basis for building the case for support.

· An effective program of communicating the School's services to the community.

· A fund development program which is consistent and persistent.

· A Student Recruitment effort that effectively markets the institution.

· The ongoing involvement of volunteers.

· An effective process of identifying, cultivating and obtaining major gifts.
· Internal system of donor research, records, recognition and reporting undergirding stewardship.

· The School Board: Essential to Effective Development!

· A committed and active Chief Administrator/Principal.

· Advancement staffing –

Volunteer/Professional
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Implementation

Implementation of the Advancement program begins with several important prerequisites and follows a specific sequence.  The effort will be most successful if the school administrators (Pastor/Principal) first understand the concept of Advancement and accept the function as part of their administrative responsibilities.  The pastor and principal must also demonstrate a willingness to participate in the implementation and execution of the Advancement effort as appropriate to their respective roles.  It is also expected that a School Board be in place, and that its members accept and understand the Advancement concept, and their responsibilities in carrying out the program for the school. Finally, the school should have undertaken and completed a self-study, as part of its accreditation process by the New England Association of Schools and Colleges, and from this process have identified the school philosophy (that which we are called to be), and its mission (that which we are called to do).  The Long-Range Strategic Planning process follows culminating in the preparation of the Case Statement for support.

During Year One, emphasis is placed on specific areas.  Creating and maintaining good public relations in order to enhance the image of the school among its various publics is an important first step.  This effort includes producing monthly press releases, and regularly scheduled newsletters targeted for the school's external constituencies.  Year One also involves the research and creation of an alumni and past parent database of names targeted, including current addresses, and phone numbers and the establishment of an Alumni Council.  Another important element of the program focused on in Year One is Student Recruitment, specifically the identification of target markets, and the production and distribution of a student recruitment brochure.

During Year Two, all activities from Year One are repeated and refined, adding new components.  Public relations efforts are increased; research continues on the alumni and past parent database while alumni events are planned; CCD students are targeted now in the Student Recruitment effort and an Annual Fund is planned and conducted.  Year Three finds the program moving forward in all phases.  In each area of Advancement, efforts become more comprehensive and sophisticated, the pace has increased, and the concept and function of Advancement enjoys growing respect among members of the school community.

Program Growth

The Advancement program grows in direct correlation to the motivation and vision of the administrators and Advancement team volunteers.  Program growth is challenging, therefore it is recommended that during this potential high growth phase (Years 4, 5, and beyond) attention be given to maintaining a high level of enthusiasm and motivation.  Goals should be set enabling participants to "stretch" in order to achieve specific objectives, thus providing growth from year to year.  A lapse in any area signals a loss of the overall vision for Advancement.  Regular communication must be maintained between administration and Advancement Team, especially as new, inexperienced volunteers are recruited.  There is no replacement for hard work and commitment – if everyone works hard to stay motivated and execute the plan, the program will grow.

Sustaining the Program

At this point, the Advancement program is firmly fixed within the school's administrative framework.  Advancement is understood to be a fundamental element.  There is no need to "sell the concept" -- it is understood and accepted by all.  Volunteers may need to be replaced periodically.  The program has produced an increase in student enrollment, a reliable source of new annual income, a dedicated group of supportive alumni and a greater appreciation and understanding of the school by the community.  A key to sustaining a successful program is the realization that there is nothing "new" in Advancement.  Victories and successes enjoyed year after year come from the execution of a carefully developed, comprehensive plan of goals and objectives.  The integrity and strength of the program rests with the long-range vision held by individuals for their institution.
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PRE-REQUISITES

A.
Completion of Self-Study (related to School Accreditation Process)
B.
School Board in place

C.
Pastor/Principal acceptance of the concept of Advancement as an


Administrative function

D.
Pastor/Principal willingness to participate

PERSONNEL

A.
Pastor-Principal Leadership

B.
Volunteer-based program - Advancement Team serving at invitation of Pastor-Principal

C.
Direction, guidance, monitoring by Office of Catholic Schools Professional Advancement Staff

YEAR 1

A.
Initiate Planning Process directed by OCS

Workshops/Seminars

B.
Public Relations

Focus on Media; publications (Newsletter, School Brochure, etc.) enhancing the image of the institution to its various publics.

C.
Alumni Relations

Initiate development of Alumni and Past Parent data-bases

Establish Alumni Council

D.
Student Recruitment

Implement new strategies for Recruitment and Retention

YEAR II

A.
Complete Long-Range Plan and Produce Advancement Plan

B.
Public Relations

Refine Publications - increase communications

C.
Alumni Relations

Add to Alumni/Past Parent data-bases

D.
Student Recruitment

Expand and refine initiatives

E.
Conduct First Annual Fund

Direct mail, major donor solicitation, phonothon

YEAR III

A.
Public Relations

B.
Student Recruitment

C.
Alumni Relations

Increase Alumni Involvement

D.
Annual Fund

E.
Introduce Endowment Vehicles

YEAR IV

A.
Public Relations

B.
Student Recruitment

C.
Alumni Relations

D.
Annual Fund

E.
Introduce Planned Giving Component for Major Gifts/Endowment

In-Service


Two Major Workshops/Seminars per year


Regional Sessions


Consultation/Monitoring by Professional Staff

Volunteers in the 21st Century

(
There is no substitute for the influence a top volunteer can have on others.  The right Board chair, campaign chair or major gifts chair has significant power.  By comparison, the staff's effect is often negligible compared to the influence of the right volunteer.

(
All volunteers are not equal.  Each can do something but only a few will have a significant impact.  Since the success of any endeavor is dependent on the efforts of a "critical handful" of leaders, it is essential that the right volunteers be in leadership positions.  "Right" means that they are capable of influencing those persons who will make or break the success of your undertaking.

(
Once enlisted, a volunteer will do literally anything within reason to help your institution.  However, he or she will usually do nothing to help unless asked to do something specific.  Sadly, many schools are unclear in their "assignments" to volunteers.

(
It isn't necessarily the number of meetings attended which decides a volunteer's effectiveness.  Some volunteers are important because of one principal contact that they can make with one particular person.

(
Serving volunteers well is vital.  Seldom does a volunteer provide his or her own steam, see the clear path to success, try to solve the key problems that crop up or develop sufficient self-motivation.  Volunteers need specific direction.

(
Volunteers should have assignments consistent with their own individual interests and abilities.  Before giving a volunteer an assignment, ask yourself if success is possible.  The key to effectiveness is assigning a task to a volunteer that he or she can do, wants to do, and will succeed at doing.

(
Time and accessibility are the precious commodities of the 21st century.  Be mindful of this point in working with volunteers.

(
Volunteers want to know that their efforts are appreciated.  Be prompt, thorough, and genuine in thanking volunteers for their efforts, while they're serving as well as when the task is completed.  Let volunteers know the outcome of a project and the positive impact they and others have made.  (Gonser, Gerber, Tinker, Stuhr)

Six Steps Toward Succeeding in Recruiting Top Volunteers

As mentioned above, not all volunteers are equal.  Some are critical to the success of your program.  They are the leaders.  They are easy to identify because they have distinguished themselves as leaders in other endeavors: they are respected, successful, visible, influential.  Usually, only a few are needed to make a difference in your program.  How do you get them?

1.
Do your homework.  Prepare your approach well in advance.  Find out all you can about the volunteer and develop for yourself the key reasons this particular person would say "yes" to your invitation.  What interests, qualities, and personal needs does the person have which this volunteer position will satisfy?  Be sure that the position is shaped to best use the volunteer's particular talents, skills and knowledge.

2.
Establish a "game plan" for the meeting.  Decide your approach ahead of time.  The principal/pastor should make the presentation, along with a key Board member or other volunteer.  Select a suggested place and time most conducive to an unhurried discussion (always consider a campus location).  Plan who will say what, especially who will make the specific ask.  Role-play your meeting.

3.
Give the volunteer the "big picture."  Frame the particular task for the volunteer in its broadest context.  Relate your mission and vision.  Describe your long-range plans.  Point out in detail how the importance of the task enhances the continued viability of your institution and the welfare of your students.  People respond to ideas, first, mechanics second.

4.
Be clear in defining the task.  Describe your expectations.  Articulate the goals and how they were established.  Show confidence that they can be achieved.  Clarify the amount of time needed for the potential leader to devote to the assignment.  Use your mission statement, strategic plan, case statement, volunteer job descriptions and timetables to emphasize the importance of the work, its linkage to institutional aims and the details of the position you're discussing.

5.
Assure the volunteer of quality support.  Be clear that the entire School Board is behind the project.  Give evidence that professional support will be provided by the Office of Catholic Schools Advancement staff.  Show that you have identified other key volunteers that may be needed and that they are ready to join the effort.  If special training or orientation is needed, make sure the volunteer knows you'll provide it.

6.
Be direct in making the ask: then go silent.  Be explicit in what you want.  Don't beat around the bush; don't equivocate.  Being vague or apologetic diminishes the importance of the task and weakens your invitation.  After extending the invitation, let the volunteer respond.  Don't expect an immediate answer.  Committing to a major volunteer position, like making a major financial commitment, requires much thought and deliberation.  Offer to make a repeat visit in a few days if the volunteer needs time to reflect.  However, keep the ball in your court for the follow-up contact to assure timely follow through.

After the Meeting...

Make sure the volunteer hears your expression of appreciation for the time spent in discussing the project and for his or her consideration of what you are asking.  Promptly fax or mail any information or materials requested by the volunteer in the meeting or other items related to the project that might further influence a positive answer.

In conclusion, the quality of a school can be measured by "the quality of its relationships."  Committed and dedicated volunteer leaders are a vital component of an institution's long-term health and momentum.

AGENDA FOR VOLUNTEER MEETING

A. Introductions and opening remarks (Principal/Pastor)

B. Discuss mission, vision and goals of the school

C. Background and organization of Advancement program (See organization chart)

D. Share goals and objectives of your Advancement program

E. Volunteer/Opportunities

1. Impact of volunteers in overall Advancement program

2. Job descriptions

3. Expectations of school

4. Expectations of volunteer

F. Nuts and bolts – specifics on plans, timeline, procedures and materials, etc.

G. Break into four groups by area of interest

	Public Relations
	Alumni Relations

	Student Recruitment
	Annual Fund


H. Closing Remarks – Where do we go from here?

I. Adjournment

Volunteer Leadership Critical to

Advancement Success

Strong volunteer leadership continues to distinguish those schools that are the most successful in their Advancement programs.  Starting with the School Board, strategic planning committees, annual fund committee, student recruitment, alumni programs, volunteer activity, leadership by top volunteers is critical.

Because the demands on a potential leader's time are substantial, and because the competition for volunteer involvement is intense, school administrations must give a high priority to the process of selecting and enlisting top volunteer leaders.  More than ever, plans and efforts in the volunteer recruitment must be strategic: only those schools that recognize the valuable role of volunteers and carefully define how they will approach volunteer leadership succeed.

Advancement Team

The Advancement Team is composed of one representative from the School Board who serves as Advancement Chairperson.  The chairperson's primary responsibility is to oversee the work of the Advancement Team on behalf of the School Board and report regularly to the Board on the progress of the school's Advancement effort.  The team is then constituted of four vice chairpersons: one for Public Relations, one for Student Recruitment, one for Alumni Relations, and one for Annual Fund.  These individuals are selected by the Pastor and Principal on the basis of their interest and expertise in the specific area and their availability for regular meetings.  It is the Advancement Team, assisted by other volunteers, recruited as needed, who are expected to perform the basic tasks.  Professional staffing is provided to direct and support the work of each Advancement Team by the Office of Catholic Schools.

WORKING WITH VOLUNTEERS

IDENTIFYING, RECRUITING, TRAINING, TRACKING AND RECOGNIZING
I.
The Importance of Volunteer Involvement
A.
An important aspect of stewardship - stewardship of time

B.
Provides a work force to execute your Advancement program

C.
Builds loyalty and commitment to your school

D.
Multiplies your efforts

E.
Provides visibility and stature to your program

F.
Brings credibility of third party endorsement

G.
Expands your sphere of influence

H.
Assists in recruiting other volunteers

II.
Identify Your Best Potential Volunteers
Have you taken the time to identify the various groups and individuals with a definite interest in your school and who would have a reason for wanting to help you with your program?

A.
Alumni/Graduates

B.
Past parents and current parents

C.
School Board members

D.
Grandparents

E.
Retirees - significant resource

F.
Parishioners and selected individuals from feeder parishes

III.
Determine How You Plan to Use Volunteers and What Outcomes Their Involvement Will Impact
How can volunteers help you achieve the Advancement goals in your master plan?

A.
Annual Fund
(
Determining goals (dollar amount and percent of participation) and solicitation methods.  Dates need to be set for direct mail, follow-up and phonothon.  Major donors need to be identified and solicitation assignments made.

(
Determining constituencies to be solicited, including major donors, alumni, past parents, grandparents, parents, parishioners, friends, business

(
Developing or enhancing direct mail literature to communicate the campaign, including specific letters of appeal, brochure and pledge card or gift envelope

(
Identifying and recruiting volunteers for the phonothon and major donor solicitation phases

(
Assisting in the timely processing and acknowledgement of gifts to the Annual Fund

(
Providing updated articles for use in the alumni newsletters and parish bulletin

(
Assisting in planning and hosting donor recognition event(s)

B.
Public Relations
(
School Calendar - the monthly school calendar is the source for much of the newsworthy information.  Volunteers look for events most likely to be of interest to the media

(
Press Release - the press release is the primary means of communicating newsworthy information to the media - local newspapers (daily and weekly), radio stations, and community access cable television stations.  Releases should be written and distributed on a regular basis.  It is recommended that the volunteers introduce themselves to the editor and appropriate reporters, and frequently follow-up the release with a phone call.  Also, a photographer is requested in addition to, or in lieu of, a reporter.

(
Newsletter - the school newsletter is an important public relations tool with its regular publication considered a priority among the responsibilities of public relations volunteers.  The newsletter is intended primarily for alumni, but is also sent to the school's total external data base.  Public relations and alumni relations volunteers work together in preparing content for the newsletter, which should contain a mix of school and alumni news.  The newsletter is published 3 or 4 times per year

(
Parish Bulletin - the weekly parish bulletin offers a regular means of communication with parishioners and prospective parents.  Volunteers can prepare news for a school section of the bulletin.

Volunteers can also further the public relations program by creating and maintaining a scrapbook of press clippings, positioning posters in the community to publicize a special school event, and assisting in the distribution of school brochures to day care centers, pediatricians' offices, real estate agencies, Human Resources offices of local corporations and feeder parishes, etc.

C.
Alumni Relations (and other constituencies)

(
Membership on Alumni Council and recruitment of additional members

(
Research of all alumni in order to develop a complete data base of names and addresses

(
Service as Class Agent - a liaison between your classmates and the alumni committee.  Class Agent assumes responsibility for locating the members of his/her class, communicating with them several times a year, encouraging them to send in news about themselves, compiling and sending all class news to the newsletter editor, encouraging participation in the Annual Fund and attendance at reunion programs

(
Contributing alumni notes, articles, profiles, photographs, etc. to the alumni newsletter

(
Assist in planning reunions or other alumni events such as Alumni Career Day, Golf Tournament, Memorial Mass, etc.

(
Assist with the Annual Fund by drafting Annual Fund letters and reminders to alumni, assist in staffing the phonothon, identifying and soliciting major donors

(
Service on School Board

D.
Student Recruitment
(
Producing or enhancing a student recruitment brochure

(
Distributing the brochure prominently within the community and making it available at area day care centers, doctors' and dentists' offices, feeder parishes, real estate offices, Human Resources offices of local corporations, principal's office, rectory, vestibule of parish church, all school functions

(
Execute the "Dear Children" student recruitment system, an innovative method of communicating through specially designed greeting cards with potential pre-K through Grade 2 students and their parents

(
Distributing posters publicizing registration dates and Open House throughout the community

(
Hosting group meetings with parents to involve them in student recruitment efforts

(
Hosting an information table in the vestibule after Mass to answer questions and provide literature about the school

· Hosting a “coffee and…” session in the lower Church after Mass

(
Assisting in developing programs for Open House

(
Obtaining lists of children in CCD and sending invitations to Open House, and school events.  Coordinate presentations for CCD classes

(
Establish a positive working relationship with potential feeder parishes

IV.
Recruitment and Organization of Volunteers
Professionalism within the volunteer movement is probably the most important issue related to volunteerism in this decade as stated earlier.

A.
Enlistment of volunteers

1.
Choose the right volunteer

(
Previous success

(
High motivation

(
Previous work

(
Regular donor

(
Interest in school

(
Respected by peers

2.
Who does the asking?

3.
Personal enlistment - telephone, mail

4.
Be specific in describing task

5.
Indicate time requirements

B.
Relationship to other positions

1.
Principal/pastor

2.
School Board

3.
Office of Catholic Schools Advancement Staff

V.
Training and Orientation for Volunteers
A.
Discuss mission, vision and goals of the school.

B.
Share the goals and objectives of your Advancement program.

C.
Clearly define the role you need them to play and explain why their involvement is critical to the success of your program.  Be specific.

D.
Be direct about amount of work to be done.

E.
State a beginning and an ending timeline for the project.

F.
Allow volunteers to work in teams.

G.
Set specific goals and timelines for completion of work with volunteers.

VI.
Motivating and Working with Volunteers
A.
When you enlist a volunteer, do you give him or her a specific job?

B.
Try to acquaint the worker with your entire school including its top leadership.

C.
Show the volunteer that he or she is building a stronger and more effective school, rather than simply raising money or recruiting students.

D.
Work to insure that the time the volunteer has made available for you is used in the most effective manner.

1.
Don't waste time at meetings of volunteer committees.

2.
Don't let volunteer spend time on minor tasks.

3.
Be ready to respond when a volunteer says, "this is taking more time than I thought".

4.
Be responsive when a volunteer misses a deadline or a meeting: don't let volunteers get "behind".

E.
Inform the volunteer on the outcome of the project being worked on.  Show what contribution has been made to your institution's long-range progress.

F.
Say "thank you".

G.
Publicly recognize the volunteer for the contribution of time, energy, money and know-how.

H.
Assign another task when the successful volunteer has completed the job.  If you don't, another institution will.

VII.
Recognize and Thank Volunteers Personally and Publicly
A.
An ongoing process

B.
Must happen

C.
Immediacy is important

D.
Ways to recognize - a few ideas

1.
Ask advice

2.
Citations

3.
Personal thank-you

4.
Awards

5.
Photographs

6.
Letters from principal

7.
Feature in newsletter/magazine
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