ROLES AND RESPONSIBILITIES

The Advancement Office - Office of Catholic Schools

Professional staffing for the strongly volunteer-based program is provided at the Archdiocesan level.  The Director of School Advancement serves as: educator, manager, communicator, motivator, and evaluator to the respective Advancement programs in the elementary schools in the Archdiocese of Hartford.

The School's Key Leaders

The Pastor

The Program calls for the leadership of the Pastor and School Principal.  The Pastor's interest and cooperation is critical to the success of each school's Advancement effort.

The program is found to be most successful when the administrators, both 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 School Board and Parish School Community) and personally inviting five individuals to lead the school Advancement effort. 
It is essential that the pastor be a positive, supportive advocate for the school.  Within the framework of the Hartford Archdiocesan Elementary Schools Advancement Program, the pastor:

(
Serves as a visible, effective and respected spokesperson for the school.  The pastor is in a prominent position to communicate the school's mission and share his vision for its future.

(
Supports and communicates the concept and function of Advancement to the school's various publics.

(
In conjunction with the principal and Advancement Chairperson/Director, identifies potential major donors, solicits them, or recruits qualified solicitors.

(
Clarifies the principal's role in Advancement, if necessary, and builds commitment to the program.

(
In cooperation with the principal, school board, and/or parish finance committee, provides an appropriate level of financial support within the school budget for Advancement.  This budget at some point may include the addition of an Advancement Director to the school's non-teaching personnel.

(
In cooperation with the principal, appoints an Advancement Chairperson from the school board along with Advancement team members from the parish school community who will all implement and monitor the Advancement program under the direction of the Director of School Advancement, Office of Catholic Schools.  If resources are available, assists in the hiring of a paid Advancement Director.

(
Assists the principal in commending volunteers for their hard work and dedication.  Some examples include:  wine and cheese reception, recognition dinner, formal thank you letter, gifts, major donor plaque, etc.

The Principal

The principal is the administrator of the parish school and an integral part of the parish community.  As administrator of the school, the principal is the focal point of the Advancement program.  It is under his/her guidance and in cooperation with the school board and pastor that the program will function.  Without a commitment by the principal, the program and thus the school will not realize its fullest potential.

Within the framework of the Hartford Archdiocesan Elementary Schools Advancement Program, the principal:

(
Understands and communicates the school's mission and possesses a vision for its future.

(
Understands, supports and communicates the concept and function of Advancement to the school's various publics.

(
Actively promotes the Advancement program and supports the activities of the Advancement Chairperson/Director.

(
Provides positive reinforcement and recognition to volunteers carrying out the function of Advancement.  Assists in the recruitment and evaluation of Advancement volunteers.

(
Assists in the identification of major donors for the school.

(
Solicits major donors or recruits a qualified solicitor (school board member, Advancement Director, parishioner, alumni).

(
Is the reference source for the volunteers understanding of the school, its mission and the Advancement program.

(
Provides office space and computer access to the Advancement Director and staff.

(
Reviews all material on behalf of the school sent to various external and internal publics.

(
In consultation with the pastor, provides an Advancement budget and determines an appropriate level of financial support.

The Advancement Committee of the School Board

The Advancement Committee of the School Board is directly involved in executing the action-oriented function of the Board's several governing roles, that is, to take appropriate action on the Board's assessment of what must be done to reach the institutional goals and build a more effective institution.

The Advancement Committee


(
Is the "action arm" of the Advancement program.

(
Usually includes Board members and non-Board members in charge of specific Advancement activities.


(
Coordinates Advancement activities.

Role and Responsibilities - Board Members in Advancement
· Board members should be sure they have a thorough understanding of their roles as policy makers, advisors, leaders, motivators, and active builders.  This assumes that they have the three levels of Board knowledgeability:

(
Members of the Advancement Committee should know a great deal about the School, both to guide it and defend it.

(
Members of the Advancement Committee should know about trends in Catholic education and what is happening at other schools. [This can be obtained at the Office of Catholic Schools and is readily available for Board members who are willing to read some of the copious material available on the subject; or visit other schools; or attend workshops on the role of Board members.]

(
Members of the Advancement Committee should have an awareness of the currents of change in society, all of which will ultimately influence their own school.

· Board members serving on the Advancement Committee should be willing and capable of leading in the school's effort to obtain public understanding in building a bridge between the school and the community.  This role of Board members is very much needed, but an important new dimension must be added:  a positive, active role.  Board members cannot just react.  They must initiate.  They do not just hold trust.  They generate trust.  They build trust and they strengthen the administration in building trust.  Board members are needed who are willing to understand, to work, to support, and to chart new solutions.  It is a great honor to be a Board member, but the job is not just honorary.

· Advancement Committee members should lead the Board's effort to develop influential friends for the school.  Board members can suggest other men and women of influence and status who are potential builders for the school.  They can bring these friends to the school to meet faculty, staff, and students.  They can influence them to be part of the school family as interested friends or as volunteer workers.  They can invite the President/Principal and other representatives from the school to come to their areas, to meet influential leaders, and make the school better known.

· Advancement Committee members should take leadership posts in the effort to obtain support for current operations and capital funds.  Advancement Committee members should be selected partly on the basis of the willingness and ability to be directly involved in the raising of funds for the school.  Every Board member has friends, colleagues, and associates, with whom he or she is more influential than anyone else in asking for the gift.

· Advancement Committee members and Board members can give 100 percent backing to the efforts to obtain funds for current operations and capital growth.  Board members vary widely in their ability to give, but every Board member can make a gift within his/her means.  A thoughtful representative contribution from each Board member each year helps stimulate annual giving from alumni, other friends, foundations, and corporations.  Often Board members do not realize the persuasive impact of 100 percent participation by the Board year after year.

· Advancement Committee members should take the leadership in encouraging friends of the school to give through wills.  They should lead the way in including the school in their own wills and estate planning.

· Advancement Committee members should play a key role in student recruiting.

The Role of Volunteers in Advancement – 

Board members are your School's key volunteers.

· Why have volunteers?


(
The best method of approaching most donors


(
The effect of involvement on the volunteer himself

(
Provides a large amount of volunteer effort to supplement the work of the staff

· Six ways in which volunteers participate in Advancement

(
Interpret and endorse program or school

(
Enlist additional volunteers


(
Resource to staff


(
Identify and evaluate donor prospects


(
Solicit contributions


(
Make contributions

· Enlistment of volunteers


(
Choose the right volunteer


(
Who does the asking?


(
Personal enlistment - telephone, mail


(
Be specific in describing task


(
Indicate time requirements

Suggestions for making the work of Board members in Advancement more effective:

· Implement the Advancement Team Concept - the "action arm" of your school's Advancement program - which will include Board members and non-Board members.

· Make specific Advancement assignments to Board members--Public Relations/Student Recruitment/Alumni Relations/Annual Fund.

· Report regularly on Advancement activities at Board meetings.

· Involve wives/husbands of Board members as well as widows/widowers of former Board members in the school.

· Execute orientation/in-service session for new Board members.

· Encourage Board members to develop their personal programs of annual giving to the School.

The Advancement Chairperson

The Advancement program can be implemented by a volunteer Advancement Chairperson or a paid Advancement Director.  If the effort is voluntary, it is required that a school board member be appointed to serve as chairperson of the Advancement team.  The chairperson should understand the school's philosophy, know its finances, and understand the school's programs and goals.  The Advancement Chairperson, as a school board member, thus provides a direct link between the board and the Advancement program.  The Advancement team may be established as a sub-committee of the school board.  Communication between the two groups must exist and their efforts coordinated.

Within the framework of the Hartford Archdiocesan Elementary Schools Advancement Program, the Advancement Chairperson:

(
Assists the principal in executing the Advancement program
(
Selects/recruits chairpersons who have the ability to function in the four areas of Advancement – public relations, student recruitment, alumni/constituency relations, and annual fund, capital and endowment programs.  Consults with and advises the pastor and principal of the process, as necessary.

(
Meets with each committee chair to set goals and objectives for the school's calendar year

(
Allows the chairperson of each committee the opportunity to select committee members who have the ability to perform the required Advancement activities

(
Regularly monitors the work of the four committees.  Recommendations and assistance should be provided as needed.

(
Provides encouragement, motivation and support to committee chairs and their subcommittee members

(
Attends Advancement workshops offered by the Office of Catholic Schools.

(
Provides reports of Advancement activities to the school board, parish council, finance committee and any other group which the pastor and principal deem appropriate

(
As a member of the school board, it is highly recommended that he/she assist the finance committee of the board in the budget process.

(
Works within the framework of the Archdiocesan Advancement Program.

The Advancement Director
If the staffing of a paid Advancement Director is determined to be feasible and desired, it is expected that the guidance and direction of the Director of School Advancement, Office of Catholic Schools, be sought and the required job description (which follows) be utilized.  The candidate must be interviewed and pre-approved by the Director of School Advancement, OCS before hiring.

ADVANCEMENT DIRECTOR
____________ SCHOOL (TOWN)

ARCHDIOCESE OF HARTFORD

PRIMARY PURPOSE

Create, implement and coordinate an Advancement program for __________ School (Town) including but not limited to:

1. Public Relations:

Goal: To communicate the elementary school’s philosophy and objectives effectively and regularly to its major publics.  Work with members of a “creative team” to assist in determining ways to improve school image, develop marketing perspective, and increase visibility.

2. Student recruitment:
Goal: To stabilize enrollment and/or recruit and retain students of the quality and quantity best served by the school.

3. Alumni relations:
Goal: To communicate with alumni to renew their interest and generate support for the mission and purpose of the school.  To involve each and every alumnus/a in an active way to strengthen and advance the school.

4. Fund raising:
Goal: To educate various constituencies about the mission, vision, goals and needs of the school, to broaden the school’s base of support, and to secure repeatable gifts to Annual Fund as well as generate support for endowment and capital projects.

DUTIES AND RESPONSIBILITIES

1. Public Relations:

(
Represent the aims and objectives of the school to the community, alumni and the school’s publics.

(
Assist in the design and implementation of all printed communication materials aimed at increasing the visibility of the school.

(
Act as liaison or spokesperson for internal/external public events.

(
Represent school in peer group relations and to the general public.  Initiate contact with the general public

2. Student Recruitment:
(
Design and implement programs specific to recruiting potential students for the school.

(
Develop ongoing enrollment programs to maximize the capacity of the school in a ratio favorable to its fixed capital costs.

3. Alumni Relations:
(
Direct the organization and ongoing maintenance of alumni files.  

(
Establish mechanisms for ongoing contact with alumni, communicating successes and needs of the school to same e.g., Newsletter, alumni Council, etc.

4. Fund Raising:
· Plan and implement a threefold Annual Fund Program for the school including Direct Mail, Phonothon and one-on-one major donor solicitation.  Develop, implement, monitor and communicate (on a systematic basis) all annual fund raising activities for the school.  This includes, but is not limited to, programs for constituencies such as parents, grandparents, alumni and local/small businesses.  Build a major donor base for future capital building fund projects and/or an endowment fund.

· Establish a timetable and sequence for the execution of the required Advancement activities (Accountability for the fulfillment of measurable objectives.)

(
Perform other duties as needed and assigned by the school Principal/Pastor.

SPECIAL WORKING CONDITIONS

The position is part-time/full-time.  The incumbent must possess independence, self-motivation and initiative. Own transportation required.  Flexible hours with some evening work required.

SUPERVISION

The incumbent is responsible to the Principal/Pastor and functions in cooperation with the Director of School Advancement, Office of Catholic Schools, Archdiocese of Hartford.

SKILLS AND KNOWLEDGE

(
Skill in speaking at meetings (formal and informal) and in difficult one-to-one situations where tact or circumspection is required.

(
Strong interpersonal skills, i.e., ability to communicate, motivate, persuade peers, supervise volunteers of internal and external organizations, groups and individuals.

(
Skill in analyzing problems and making decisions where no guidelines or precedents exist.  Self-motivation and initiative is required.

(
General knowledge of the education process, in-depth knowledge of the school’s education process and its infrastructure as well as general knowledge of the Archdiocesan structures and processes.

CONTACTS

	With Whom


	Purpose/Difficulty
	Frequency

	Formal: School Administration (Principal, staff and peers)
	Discuss, explain, resolve operational plans and issues.  Tact and judgment required. 
	Daily

	Informal: School Administration (School Board and HSA)
	Exchange information; communicate results; formulate short- and long-range operational plans.  High level of tact and judgment required.
	Weekly/monthly

	External groups: internal volunteer groups and individuals (Parish Council, corporations, individuals)
	Communicate mission of the school, solicit information, secure gifts/ grants from business/corporate community, coordinate all volunteer activities.  High level of difficulty.  Extreme tact required.
	Weekly


Volunteer Chairpersons’ Responsibilities

Public Relations Committee

Goal:
To communicate effectively and regularly with the elementary school's major publics including:  prospective students and their parents, alumni, current students and their parents; grandparents, faculty and staff, parishioners in the school parish and feeder parishes, volunteers, and general public.  As members of a "creative team," assist in determining ways to improve school image, develop marketing perspective and increase visibility.

(
Assume responsibility for producing drafts of quarterly newsletter, subject to editing and final approval of principal.  Communicate with members of alumni relations committee to acquire necessary alumni information.  Coordinate printing and mailing of newsletter.

(
Review monthly school calendar for newsworthy information.  Disseminate news to various media through regular press releases and/or phone calls.  Set specific goals each month.


Develop or enhance activities or programs to increase school visibility and media coverage including:



(
Grandparents Day



(
Christmas play or concert

(
Community service activities such as - preparing food baskets for needy, nursing home visits, toy drives, etc.



(
Student Awards or Faculty Award

(
Inviting professionals, especially alumni, to speak in the Schools -Dental Hygienist for Dental Hygiene Week, Firemen for Fire Prevention Week, etc.

(
Request newspaper photographer for specific functions/special events.

(
Maintain scrapbook, clippings file (as a backup) and bulletin board of news articles.  Display scrapbook at Open House and other school and parish events.

(
Develop and maintain a "news suggestion" box for faculty and administration.

(
Maintain file of current photographs of students, faculty members, principal and special school events.

Student Recruitment Committee

Goal:
To stabilize enrollment and/or recruit and retain students of the quantity and quality best served by the school.

Discuss in committee, Advancement Chairperson/Director, faculty and principal the school's:


(
Image


(
Assets and challenges


(
Current students


(
Audience (target market)


(
Current and proposed publicity/promotion/recruitment tactics

(
Develop or enhance school/student recruitment brochures and literature working in consultation with public relations committee.

(
Distribute student recruitment brochures to key target market:


(
Day care centers


(
Doctors/dentists offices


(
Area churches


(
Real estate offices


(
Human Resources Offices of local corporations


(
Schools admissions office, principal's office, rectory, vestibule

(
Have available at all school functions (Open House, bazaars, plays, musicals, sporting events, etc.).

(
Execute "Dear Children" student recruitment tracking system.

(
Develop a system to log all requests for school information and follow up with letters, invitations, personal calls, etc.

(
Develop and distribute posters for use in parish, feeder parishes, day care centers, local community.

(
Sponsor and host group meetings with parents to involve them in student recruitment efforts.

(
Assist in developing program for open house (slide show, folder, student hosts, etc.) during Catholic Schools Month; sponsor smaller Open Houses for specific groups -- pre-K parents, 5th grade parents, etc.

(
Assist Principal and Advancement Chairperson/Director with planning and implementing Catholic Schools Month activities.

(
Position suggestion boxes for recommendations by students, faculty, parents and staff on student recruitment.

(
Assist principal in welcoming new students and returning students by letter.

(
Assist principal in sending birthday cards to current students.

(
Coordinate "Buddy Day" to allow public school friends to spend a day.

Recruitment strategies specific to middle school level:

(
Execute middle school recruitment tracking system.  Communicate with pastors of school parish and feeder parishes to obtain lists of CCD children.  Send invitation to Open House, school events, coordinate presentations to CCD parents/students.

(
Schedule Open House for current parents of 5th and 6th graders to promote junior high school offerings.

(
Coordinate visits by alumni in high school and college to talk to 4-6th grades to highlight advantages of alumni status.

Alumni Relations Committee/Council

Goals:
1.
Communicate with alumni to renew alumni interest, and generate support for the mission and purpose of the school.

2.
To involve each and every alumnus in an active way to strengthen and advance the school.

(
Recruit alumni and form an alumni committee/council.

(
Research and develop a clean list of alumni names, using the class agent system.

(
Develop a mailing list from research.  Computerize the list and work continuously to keep it as updated as possible.

(
Maintain alumni survey responses.

(
Contribute alumni notes, articles, profiles, etc. to alumni newsletter.

(
Plan reunions or other special events when appropriate.

(
Help with the school's Annual Fund drive.  Assist in drafting Annual Fund letters of appeal to alumni.

(
Assist in staffing the phonothon.

(
Develop additional ways to involve alumni in the school including:


(
Alumni Career Days


(
Identify and/or solicit major donors for Annual Fund


(
Hold special programs for students-alumni


(
Award or recognize alumni


(
Invite to special school events


(
Invite service on school board

Annual Fund Committee

Goals:
1.
To educate various constituencies re: the mission, vision, goals and needs of the school, and

2.
To broaden the school's base of support and secure repeatable gifts to Annual Fund.

Develop a coordinated, concentrated effort to plan one major, professional Annual Fund.

(
Determine goals and solicitation methods.


(
Dollar goal


(
Date of mailing


(
Date of reminder mailing


(
Date of phonothon


(
Scope of major donor solicitation

(
Determine constituencies:  major donors, alumni, parents, friends, grandparents, parishioners.

(
Develop or enhance direct mail literature to communicate the program.


(
Letters of appeal – personalized and specific for each constituency


(
Brochure


(
Pledge card/gift envelope

(
Identify, recruit and train volunteers for phonothon, major donor solicitation.

(
Prepare a timetable for carrying out the planned steps - when to recruit leadership, when to send mailings, when to make calls, etc.

(
Establish and execute gift processing and acknowledgement system.

(
Provide updates for use in alumni newsletters.

(
Assist in planning and hosting kick-off and donor receptions.

3-17

