Recruitment Document Outline
Importance of Recruitment
Recruitment is the life blood of any program.  It is not a once-a-year activity.  Successful recruitment requires a daily effort to present yourself and your program in the best way possible.  There is a place for all students in instrumental music, and it is the job of the director to attract, assess, and start beginners in a way that will help ensure their success and lead them to a life-long love and appreciation for music and music making.
Approach your recruitment efforts with an “abundance mentality.”  There are plenty of students available for your program.  Successfully getting the most students to participate relies on cooperation, not competition.

Communication is the key to success
As teachers begin the process of recruiting students it is important to realize that many decisions will need to be made. Directors should get as much knowledge and information as they can by communicating with a variety of parties including your school music dealer and make the best decision possible with the information available. It is human to not want to make the wrong decision, but making no decision is the worst one anyone can make.  Successful recruiting requires open communication with school administration, support staff, classroom teachers, fellow music teachers, students, parents, your music dealer and the community at large.  In this process, directors should assume little and explain lots. Each of these groups of people play a key role in the success of the recruitment process and the program’s overall success and the input you receive will aid you in making your best decisions.
This document is intended to serve as a blueprint to assist directors in planning, executing and evaluating their recruitment efforts.

Overall Planning – Setting Personal Goals
	The first thing directors should do is to set reasonable, attainable goals.  There are many factors to consider when doing so.  Although we want to recruit every student, that is probably not a reality.  Factors to consider are: 
· the number of students in the starting grade.
· the number of hours you have or will be assigned to teach in that school.
· the number of students or percentage of students who have participated in previous years. 
· the size of the classroom or area where beginning instruction will take place.
· how instruction will take place (e.g. large heterogeneous group, homogenous groups, small group, individual, or combinations of these options).
· whether classes will take place before, during, or after school.  

Realize that every situation will be different.  Consider all these factors and set a reasonable and attainable goal that is slightly larger than the previous year for the number and percentage of students you want to recruit.  

Best time of year to recruit
	Recruitment activities should take place throughout the school year, but many instrumental directors concentrate their efforts at the beginning of the school year.  Some programs recruit in the spring and include a summer beginner program.  The best advice is to follow previous practices in your school then expand your efforts as appropriate. Be sure that any changes you wish to make are discussed with both your school administration and music dealer well in advance of implementation.

Setting instrumentation goals
There are many factors to consider when setting instrumentation goals such as beginning grade level and what types of instruments students may choose to play. Determine if there are school-owned instruments available for student use.  
In band, teachers should think about how the organization of their beginning classes may impact student success on certain instruments.  Beginning in earlier grades, scheduling that offers limited weekly instructional time or situations where beginning instruction happens in mixed instrumentation settings may make it difficult for students to realize success on instruments such as horn, oboe, bassoon etc.  In these situations, directors should decide on which instruments best prepare students to transition to these instruments.  If you are unsure about these decisions, discuss them with other instrumental colleagues in your district or area as well as you school music dealer.
Many students are attracted to certain instruments such as percussion and saxophone but starting too many on these or any one instrument may lead to serious instrumentation problems at the middle and high school levels.  Also, look at previous year retention rates for each instrument and use this data to help set target numbers for each instrument
Although you may not recruit the exact number of students you want to on each instrument, having a pre-determined idea of your ideal instrumentation will help greatly in your recruitment efforts.  Once again, rely on the advice of other instrumental colleagues and your music dealer to set these target numbers.  Once you have completed the recruitment process make a note of any changes you will want to make for future years.

Meeting with school administration
	Make an appointment to meet with your school administration.  Let them know that the purpose of the meeting is to seek their advice and counsel as you plan for the upcoming school year’s recruitment activities.
	Create an agenda that includes the topics you want to discuss. These items may be different for newer teachers as opposed to those who have worked with the same administrator for several years and already created a recruitment routine.
	Establishing a positive rapport with the administrator is a must so be sure to let them know how much you appreciate their time and their support of the music program.  Spend a few minutes talking about the importance of music. Share any personal stories or situations you encountered where music had a positive impact on a student or group of students.

Establishing calendar dates for recruitment activities
	Review your activity calendar with your principal and discuss the optimal dates to begin and end the recruitment process.  Be sure your administrator understands the steps necessary to ensure a successful recruitment season. These steps might include classroom visits at the feeder schools, student aptitude surveys, demonstration concerts, instrument tryouts and sign-up events.  When finalizing your dates, try to avoid any other school events that may conflict with your planned activities.

Communicating with classroom teachers
	Discuss with your administrator how you should communicate and work with classroom teachers who will have students involved in the recruitment process.  Ask your administrator to support your efforts by sending a message to those teachers letting them know the particulars of the recruitment process and the important role they play in making it a positive experience for students and their parents.

NEW INFORMATION STARTS HERE.

Communicating with other music teachers
Elementary Music Teacher 
	Elementary music teachers can be a great help to your recruitment efforts.  Meet with them to determine what information about your program is included in their curriculum.  Ask to visit their class(es) so you can introduce your program to their students.  Highlight the activities and opportunities they will have when they join your program.  This may also be a good opportunity to demonstrate the various instruments on which they could begin or administer a musical aptitude survey. 
Middle/High School directors
Capitalize on the fact that young students want to emulate their older peers by inviting high school students, when appropriate, to participate in recruitment events by providing instrument demonstrations, talking about their experiences or helping with the logistics of various events and activities. In addition, parents will also get a glimpse into the future of their child’s music-making experiences when high school students provide a good first impression through these types of collaborations.
Other directors in your school district can offer valuable assistance in recruiting students for your program. Having an open dialogue about the recruitment process and how it can impact the success of the program in future years is vital.  Enlist their help, as much as possible, in all phases of the recruitment process. Could you clarify the intent of this paragraph? We can chat about this on Tuesday

Coordinating with other school personnel
	Custodial staff
	Once plans are in place, meet with the custodial staff to let them know the dates and times of any special event(s) planned, and what equipment (tables, chairs, audio-visual) may be needed for the event(s). Be sure to discuss time needed for set-up and tear down before and after the event(s).
Secretarial staff
	Provide secretaries and office personnel with a data sheet that includes:
· the beginning and ending dates for recruitment. 
· the dates and times of any special event(s) being held at the school. 
· the name and phone number of the school music dealer. 
· other pertinent information they may need to answer questions they receive.  

Ask them to keep a log of who called along with a phone number so that directors can return the call, provide any additional information and answer any other questions that arise.  This follow-up call is also an excellent way to the reinforce the excitement of participating in an instrumental music program. 

Selecting and Meeting with a School Music Dealer
	One of the most important decisions to be made is the selection of a music dealer that is right for you and your program.  If you are in the process of selecting a music dealer, consider the following criteria:
· Membership in the National Association of School Music Dealers (NASMD).  Founded in 1962, NASMD is a united Association of retailers, manufacturers, and suppliers, that are all dedicated to serving the school music market with a focus on helping music students make music!
· Assistance with student recruitment.  Whereas individual music teachers recruit once a year, music dealers assist with recruitment at many schools and districts every year.  This experience can help teachers maximize their recruitment efforts.
· Providing quality instruments.  Starting beginners on quality, time-tested instruments is a major factor in whether a student will experience success from the outset.  Having multiple brands and models available will teachers recommend to families the instrument they feel best for their child. 
· Materials and accessories.  Be sure the music dealer keeps the method book you are using in stock.  A quality dealer should also carry a complete line of musical accessories such as reeds, oils, strings, resin, mutes, etc.
· Rental programs.  Many parents will opt for a rent-to-own purchase plan instead of buying an instrument outright.  In these situations, review the rental agreement and be sure that it includes the items needed for successful participation such as the method book, music stand, and additional supplies and accessories.
· Repair services.  Music dealers who have a complete repair shop are invaluable to the school music program.  Getting repairs done quickly and efficiently helps to prevent a loss of instructional time. Ask your dealer if they will be able to provide students with “loaner” instruments while an instrument is being repaired.
· Service provided to your school. Most music dealers have a person, called a “road rep,” who makes regular visits to your school to see if any instruments need repair or if any additional equipment or supplies are needed.  Often, this person is a retired or former music teacher who quickly becomes a trusted mentor and friend.

Inform parent(s)/guardian(s) in advance about the importance of providing a quality musical instrument.
	Many parents are uninformed about the importance of starting on a quality musical instrument.  Oftentimes there is an instrument that was used by another family member, a friend, or one that was purchased at a garage or yard sale.  When this happens, recommend that they have the instrument checked out by an instrument repair specialist to see what repairs and general maintenance is required for the instrument to work properly.  In many cases, it is more economical and successful to have a student engage in a rent-to-own program because starting a beginner on an instrument that is not working properly or in poor condition is a recipe for failure.
	It is important to also inform parents that purchasing an instrument from a reputable music dealer is the safest way to go. Although some instruments can be purchased at a cheaper price, there is a chance the instrument will not play with a characteristic sound or has been constructed in a way that will not withstand a beginner’s wear and tear and will not be able to be repaired should damage occur.  
To make all of this easier for the parents of your beginners, recommend that they take The New Music Parent Course available for free online through the National Federation of State High School Associations (NFHS). This course, based on the highly successful Music Parents Guide; A Survival Kit for the New Music Parent, provides an overview of the best practices that parents can learn to help their respective students learn the fundamentals when they begin playing an instrument and only takes less than 30 minutes to complete. The sections on Choosing an Instrument as well as Buying vs Renting will be of great assistance to parents who have had limited experience in this area.
NEW INFORMATION STARTS HERE	 
Ideas for Promotion and Recruitment – I MAY PUT THIS SECTION AFTER THE NEXT SECTION.
Posters
	Create posters that inform students about joining your school’s instrumental music program. Use photos and short testimonials to draw attention to them.  Display them throughout the school and ask your music dealer to post them as well.  Sample promotional material, such as the brochure “Why Learn to Play Music,” can be found at www.NAMMFoundation.org   (Would it be a good idea for us to create a “Resources” page at the end to put all of these types of references? I’ll start one to keep track of all of them then we can decide later. Also, since this will now be an online document, couldn’t we just use hyperlinks rather than actual websites?)
Videos
Create short videos promoting your instrumental music program.  Such things as having students talking about their experiences, parents sharing their excitement about their child’s participation, excerpts of performances and short clips of students having fun while participating can create excitement about joining. (I have online examples to share that could go into the references section or we could add them in here.)


Photos
	There are endless ways to use photos to promote your program. Including them Photos in posters, videos, websites, emails, social media posts and press releases makes your more program more relatable to everyone.

Social Media
	Short informational posts on social media can help inform students and parents about the opportunities available when they join the instrumental music program.  Including photographs or imbedding short videos will help increase the numbers of in getting more clicks and views.

Press Releases
	Writing press releases for your local newspaper or free weekly newspapers shopper can also help spread the word about joining the instrumental music program.  These releases can also be used for your school’s or school district’s newsletter.

Websites
	Publicize your recruitment activities on the school and school district’s website.  If you have, or one of the music programs in your district has a website, include the information if possible.  (Does the 2nd sentence restate what was in the first sentence? Is there something else that can be included through this media? Maybe a testimonial from the principal or some of the faculty since it’s the school/district website?)
Testimonials from past and present students, parents
	Students recruit students and parents recruit parents.  As directors, the best one can do is facilitate the process.  Pictures, posters and videos of students and parents enjoying or speaking about the program carry more weight than anything the director can say.  If students are involved in other school activities such as sports or cheerleading, try to use a photo of them with their instrument in their uniform.  Letting students know that they can find success in more than one school activity is important. LOVE THIS!

Color code materials if recruiting at more than one school
	If you teach at more than one school, color code materials for each school.  Having a quick reference that you are using the correct materials for each school helps ensure parents and students get all the correct dates and times of recruitment activities and events and enable you to keep your paperwork well-organized.

The Recruitment Process (We need to be consistent with capitalizing headings. For example, this section is “The Recruiting Process” with capital T, R, and P. The next section is “Classroom visitations” with only the “C” capitalized. Do you have a recommendation?)
	The actual recruitment of students can take many forms. (Not sure what this means.) The one thing to remember is that it takes effort.  There is no shortcut to getting the most from your recruitment efforts.  Successful recruiting takes time and constant communication.

Classroom visitations
	Arrange with classroom teachers to visit their class to talk to the students about joining the instrumental music program.  Have a handout students can take home that highlights the opportunities that students will have if they join, as well as all the details of when, where and how students will be able to sign up.  It is important to be organized and efficient in this visit as you do not want to take too much time away from their regular classroom activities.

Modeling the instruments (Isn’t this already covered in the book?)
	At some point in the recruitment process, students need to see and hear the instruments they can select to begin.  This can happen during the classroom visit or at a special after-school or evening event.  Use people who are proficient playing the instrument to demonstrate.  These can include other music teachers or advanced students from the high school or local college or university.  Make sure all dress professionally as you will want to make the best initial impression visually as well as musically. 

Using an aptitude test and recording results
	Various aptitude tests are available for use when recruiting students.   These usually ask students to be able to discriminate in four areas:  pitch, harmony, melody and rhythm.  (Did we want to add this into the section already in the book?


Other indicators for potential success
Reading scores
Student instrument tryouts and selection
Rental Nights - Renting/buying the instrument
Scheduling individual appointments for those who cannot attend rental nights or special circumstances
Publicizing Results
Photos of recruitment activities
Names of students who have joined
Provide a “last call” for those who did you join
The First Day of Class
Informal family & friends show and tell
First Performance Concert
Assessing Your Efforts
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