Recruitment Checklist 
Below you will find a list of recruitment strategies for you to consider.
These principles and supporting strategies were originally developed by family literacy programs that had success in recruiting and retaining client families, which is frequently more challenging than recruiting and retaining learners into an adult basic education program.  They have been modified to be more generally applicable to most adult basic education programs.
1.
The program is flexible and visible.
	
	Y
	N
	Action to be taken / when / by whom

	Are your brochures and printed materials highly visible in the community and in locations likely frequented by potential participants, e.g., Laundromats, convenience stores, employment offices, and houses of worship?
	
	
	

	Are materials easy to read and available in other languages?
	
	
	

	Is your program continuous in some visible form throughout the summer, e.g., outdoor cookouts, game days, or community service projects?
	
	
	

	Are some of your classes held in the public schools or housing projects, convenient to parents in the community?
	
	
	

	Does the program coordinate with other local agencies to offer childcare and transportation for participants?
	
	
	

	Do you have staff on other agency boards?
	
	
	

	Do staff go to Head Start, preschool, and WIC registrations?
	
	
	

	Do you send flyers home in public assistance checks, utility bills, etc.?
	
	
	

	Do you write news releases about special events and student achievements?
	
	
	


2.
The program acknowledges learner strengths and develops meaningful roles for participants.
	
	Y
	N
	Action to be taken / when / by whom

	Do participants plan activities?
	
	
	

	Do participants recruit new students, for example, as paid recruiters?
	
	
	

	Does staff ask participants to visit their neighborhood with them to meet potential students?
	
	
	


3.
Recruitment is ongoing and systematic.
	
	Y
	N
	Action to be taken / when / by whom

	Do you rely on a year-long, month-by-month recruitment plan?
	
	
	

	Do you publicize in the local media (radio, TV, newspapers, athletic events)?
	
	
	

	Are student successes celebrated publicly?
	
	
	

	Do you leave flyers at libraries, schools, welfare offices, WIC and public health clinics, Head Start and preschool programs?
	
	
	

	Do you advertise on billboards, on restaurant placemats, and on public transportation?
	
	
	

	Do participants make suggestions on where and how to recruit new families?
	
	
	

	Do staff visit high poverty areas frequently and talk to participants living there?
	
	
	

	Do you have meetings in housing projects?
	
	
	

	Does staff visit other child and adult serving programs regularly?
	
	
	

	Is there a common intake mechanism for human service providers in your community?
	
	
	

	Does staff stay in contact with a referring agency about a participant?
	
	
	


4.
Recruitment and retention are interwoven and everybody’s job.

	
	Y
	N
	Action to be taken / when / by whom

	Do you discuss recruitment at every staff meeting?
	
	
	

	Are there monthly goals for recruitment for staff members?
	
	
	

	Do staff members devise and share their own recruitment strategies?
	
	
	

	Do you actively support team-building among your staff so that everyone feels engaged in recruitment?
	
	
	

	Can your staff articulate your program’s recruitment strategies?
	
	
	

	Do current and graduating participants have a role in recruiting new participants?
	
	
	

	Does staff have periodic contact with participants who temporarily step out of the program?
	
	
	


5.
Collaborations allow for “give and take.

	
	Y
	N
	Action to be taken / when / by whom

	Does staff have regular meetings with collaborating agencies?
	
	
	

	Is your administrative agency (e.g., school board) actively involved in your program?
	
	
	

	Are staff development workshops open to staff at collaborating agencies?
	
	
	

	Does your advisory committee include members from several community agencies?
	
	
	

	Do you plan community events with other agencies, e.g., health fairs?
	
	
	

	Do other programs have activities, such as food pantries or thrift shops, at your program site?
	
	
	

	Does staff stay in touch with referring agencies about students’ progress?
	
	
	

	Do you offer space in your newsletter to other agencies?
	
	
	

	Do your students give presentations at collaborating agencies?
	
	
	


