
Suggestions and Timeline

for AVID Recruitment

January – Early February

· Contact feeder school (choose or create appropriate avenues)

· attend counselor meeting or work with one counselor, vice-principal

· attend faculty or faculty advisory group meeting

· Select all possible candidates

· enlist help of clerical staff, paraprofessionals to help

· use multiple pages of the selection worksheet for a “working list”

· screen ethnicity, GPA’s, tests, free lunch list

· check lists from other programs such as UC Early Outreach, MESA

· list 50-60 students to yield a class of 35

· Screen for behavior problems

· ask the feeder school vice-principal to screen the list for problems

· ask teachers to react to the list in writing or in person

Late February (or two weeks before students sign up for next year’s classes)

· Arrange full-period meeting with selected students, possibly two presentations to thirty students each: compliment them (“...you have been invited to apply…”, inform them about AVID; provide applications with instructions for returning in two to three days

Early March (before students sign up for classes)

· interview students who have returned applications

· provide away for students to respond in writing to questions before the interview – a writing sample.

Different ways to interview (ideally with two adults involved):
· schedule 20-minute after-school interviews which include parents

· ask sit-team members to share interviewing on Saturday morning

· call four students at a time into the library; have two write while you talk with two

March-May

· write letters of acceptance and regret

· oversee scheduling of students’ classes for next year

· hold reception and tour for incoming students and parents (optional)

TIMELINE FOR AVID RECRUITMENT

Approximately five or six weeks prior to the middle school articulation presentation at the feeder elementary school, or to your school's sixth graders if they are not in AVID: 

1. Contact the principal or the counselor at the feeder school to request assistance, and to request access to student records. 

2. Depending on the level of paraprofessional help, allow one to two weeks for examining student records. Using the student record sheet provided, have paraprofessionals record each prospective student's participation in free or reduced lunch program, test scores, GPA, and class schedule. Be sure to remind paraprofessionals to work unobtrusively and to be solicitous of counselors' or site administrators' requests. 

3. After developing the list of candidates, a group meeting with the students. Request an appropriate location, ask about any site restrictions as to when students may be called out of class, offer to have paraprofessionals write the calls excuse slips and distribute a list to teachers well in advance, providing the names and times the students will be called from their classes. With this request for excuse from class, it is important to tell teachers what the AVID program is and to solicit their cooperation. 

4. Plan to present at least two group meetings. It is important to release all students from various classes at one time. If the school has a high absentee rate, it may be preferable to hold these meetings on separate days. For best control, you do not want the group to exceed 30 to 40 students. Also, request that a counselor or an administrator attend the group meeting; he/she may know the students by name, which helps with discipline, and having someone in attendance whom the students know adds legitimacy to the program in the students perception. Make the presentation as informative and varied as possible. After telling students how special they are to be a part of the group assembled and giving them an awareness of the program, have tutors and high school students speak and answer questions, show video tapes of the program in action-anything to keep their attention and spark their interest! 

Also, take a "class runner" with you on the day of your group meeting. No matter how far in advance you have informed teachers of the meetings or how many reminders you have sent, some may still forget to release the students. Be sure to have a list of students and room numbers handy so that you can find the students quickly and not delay your program. Also, make a list of students who did not attend so that you may inform the teachers of their absence and talk later with the individuals. 

At the conclusion of the presentation, give students a program description and an application to take home to their parents (examples as follows: be sure to personalize the generic applications; ask them to return the application to the counseling department (if that is the easiest arrangement) within two days if they are interested in joining the program.) Expect about 50% of the students to return the applications and to have to check individually on the others the day of the interviews. 

5. Distribute teacher/counselor recommendation forms (see the forms at the end of this section) to the students' teachers/counselors and allow approximately a week for the forms to be returned to the counseling department. Some teachers may have more than 30 forms to complete, so be sure to thank them for their cooperation. 

6. Begin the individual interviews. Find a quiet, private place to chat with students. Have paraprofessionals deliver the passes and call in two or three students at a time. While talking to one student, have the students who are waiting fill out the interview form (examples follow). Make certain that waiting students cannot overhear the interview in progress. The interview questionnaire gives points for discussion and allows the interviewer to see a sample of the students' writing. Be sure to keep notes on the interviews. So many students will be interviewed that it is difficult to keep them distinct from one another. The interview is probably the most important step in choosing students. Academic potential, or a lack thereof, seems to be obvious when talking with students. Following the interview, indicate whether the student is definitely appropriate for the program, probably appropriate, or inappropriate. The number of "definites" determines how many "probables" may be taken. Expect some attrition over the summer as students move or choose other schools. If you want an incoming class of 35, initially designate at least 40 students. 

Some good paraprofessionals may help with the interviews, but do not include them until they have been working in the program for at least a year so that they understand the type of student who will benefit from the program. 

Interviews take 15-20 minutes each, so allow one to two weeks to complete the process. Also, contact the stragglers who don't remember to return or who lose their applications. 

7. Send letters of acceptance or non-acceptance to all who have been contacted (examples follow). Have paraprofessionals distribute these letters. Give a list of those students accepted to the counselors that they may place them in appropriate courses during spring scheduling and so that sufficient advanced course selections are available for placing these students before the master schedule is "final." 

8. Finally, it is a nice gesture to plan a welcome reception for the incoming students in May or early June. Again, coordinate this with the elementary school. Decorate the room, have students come in the afternoon in a group, tour the AVID room, meet current AVID students who put on a program for them and have refreshments. Encourage one-to-one contact so those new students feel welcome. The practice of being friendly and courteous is good experience for current students, too. 

If your feeder grade level is at your school (for example, your school is 6, 7, 8 and the

AVID program is only 7-8), then your recruitment should follow the same process, but will be easier because you can work with the staff at your site in every step. 
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