A SAMPLE RECRUITING SCHEDULE

PLANNING/SCHEDULING
a) Lay the ground work to accomplish scheduling needs with teachers and administrators
i) Schedule the demonstration concert of an older performing group for recruits

ii) Discuss the recruiting options/plan with your District Manager

iii) Schedule the display date with Administration(facilities and schools scheduler)

iv) Schedule the display date with your District Manager. 

v) Put the display date on the school calendar.

vi) Send out a “broadcast” type of information a letter/mailer/newsletter (Mailing #1)  via mail See guide for samples. 

vii) Schedule and coordinate recruiting plan with all general and instrumental music personnel, classroom teachers, administration and your District Manager.  Items to schedule include:

(a) Instrument demonstrations
(b) Music Surveys or In tune Video   

(c) Instrument Testing or tryout dates and times

(d) Instrument units in General Music

(e) Mailings

(f) Concerts

(g) Display Night

CREATING INTEREST 

a) Perform a “Demonstration Concert” for your recruits 
b) Complete the Survey/Video aptitude surveys.  
i) This could be part of the general music teachers unit on instruments.  If you are doing it yourself, be prompt.  The test takes 20-45 minutes. 
c) Prepare and send out an invitational type of letter (Mailing #2) See guide for example.

d) Confer with the general music teacher on the qualifications of the prospective students (talent, initiative, size, older siblings).  Use a simple form listing the students names on a grid using(, +, - type of system.

e) Complete the instrument demonstrations! 
f) Correct the survey! 

g) Put up “Orchestra Sign Up” posters!
h) Complete the “hands on experience” or Instrument Tryout Day! 

i) The two goals of this day are: 

(1) to help each child determine which instrument is best for him/her 

(2) to balance the instrumentation of your group. 
ii) Use the Musical Interest Tryout card provide.  See guide for sample.

iii) Bring 2-5 students at a time (for 15 minutes) to a room where all the instruments are on display.  
iv) If the child did not indicate on the Survey which instruments he would like to try, have him do so now.

v) Each child should test on no more than three instruments to see if they are compatible on the instrument.
vi) Use the survey and the teachers’ recommendations and the child’s physical characteristics to guide the student towards the instrument that is best suited to their abilities and desires.
vii) This is mostly a quick physical check to see if the student is best suited for that instrument. 
viii) Be sure to have some type of BALANCED instrumentation in mind based on projected enrollment before try-outs begin.  See page 13 for Recommended Instrumentation

ix) Students who score well on the Selmer Survey, scoring 100-120, should be automatically tested.  If they do not come to you, seek them out.

x) If there are a large number of students who want to play violin, guide them toward cello or bass first.  Remember, you need a balanced instrumentation and prior music experience.  You should explain the criteria in advance.

SIGNING UP STUDENTS
a) Each child should receive a letter recommending a specific instrument for the child based on student interest, Selmer Music Survey and instrument try-out.  

i) The letter should include:  information on instrument display night where you will talk about the following:

(1) What will happen at the instrument display night
(2) Possibly include some type of response form for the student to return (this will give you an opportunity to find out who can be in Orchestra, who will be at the display night and who you need to contact for follow up)

(3) Possibly include a place for the parent to give permission for the student to be in Orchestra.

(4) Include a place for the parent to indicate their attendance at the display meeting
(5) Include a due date (approximately 4 school days prior to display night)
b) Acquire response forms from teachers on due date.  Sort and mail a follow up letter to those parents and students who did not respond telling them that it is not too late to join. 
c) Pass out “Tonight is the Night”  postcards in classrooms on day of display.
d) Conduct the Instrument Display Night –Keep the meeting as short as possible.

e) Refer to the “Talking points for a parent meeting’’ in the guide.
i) At this meeting, you will cover the following:

(1) how they got to this point ( demos, survey, teacher’s involvement and physical testing)

(2) finalize instrument selections

(3) what happens next (getting an instrument and starting Orchestra class depends on a partnership between teacher, student, parent, music store)
(4) Explain why parents need a good quality instrument and why parents should do business with Paige’s Music.
(5) Introduce your District Manager to present the rental program.

2) FOLLOW UP

a) Follow up with parents and students who were unable to attend or who did not return response forms.
i) Locate interested students and make personal contacts via phone, email or letter letting parents and students know they still have the opportunity to join

ii) Provide Paige’s Music, of course with the parent’s permission, with a list of potential students to contact regarding rental

