Band Recruiting Checklist/Timeline
I. Planning (2-3 Months Before Display Night)

_____ Choose recruitment time (Spring or Fall)

_____ Update preferences with your Paige’s District Manager

_____ Prepare Parent Letter #1 (See sample letters)

_____ Schedule dates for Testing and Display


_____ With all administration, activities directors, and faculty of schools           


involved


_____ With Paige’s District Manager


_____ With custodial staff


_____ With translator (if deemed appropriate)
_____ Schedule date for demo concert/video showing


-Short, fun music


-Introduce instruments


-Introduce students involved in various activities/sports

_____ Demo concert, testing, display and any other classroom visits or recruitment activities marked on school calendars


_____ Send Parent Letter #1


_____ Retrieve potential student list with names & addresses


_____ Check with classroom teachers & general music teachers for good prospects

_____ Determine instruments needed for balanced instrumentation (See Instrumentation Projections)

_____ Prepare Parent Letter #2
II. Demonstration/Testing (1 month Before Display Night)
_____ Present demonstration concert/video

_____ Complete surveys/testing

_____ Send Parent Letter #2

_____ Complete Instrument Tryouts 



-Contact music dealer and/ or colleagues to arrange for helpers 





for instrument fittings. (Trade time with colleagues)



-Recruit student and parent volunteers for non-musical tasks at tryouts

-Test everybody on 2-3 instruments

-Use Music Instrument Interest Card to recommend instrument selection

III. Parent Meeting Preparation (1 week before Display Night)
_____ Collect permission slips as possible

_____ Prepare Parent Letter #3

_____ Go over tryout results and select instrumentation

_____ Send Parent Letter #3

_____ Conduct Phone Campaign
_____ Prepare all Parent Handouts for Display

IV. Parent Meeting (Day of Display)

_____ Send “Tonight is the night” flyer home with students (See sample flyer)

_____ Arrive early to prepare facilities

_____ Have someone to welcome parents and students as they arrive

_____ Meet with parents and students to inform them of:


-Benefits of music/child’s potential success


-Class schedule


-Expectations, including fees, etc.


-Balanced instrumentation


-Paige’s Info (See Talking Points for a Successful Parent Meeting)

_____ Send parents and child to Paige’s Instrument Advisors for help with obtaining an instrument and necessary supplies.

V. Follow Up (Days after Display)


_____ Contact any other child that expressed interest in being a part of your class.  

_____ Mail or email information to the parents in addition to all paperwork completed or given at sign up nights including info on rental of instruments
_____ Provide announcements to elementary schools for interested students who missed the meeting to contact the director at school.

