DRAFT3:  6/26/2006

CISV INTERNATIONAL JACKSONVILLE

Recruiting Committee

	Name of the Committee: RECRUITING



	Committee Purpose: 

To recruit one or more applicants [delegates (families) and leaders (including Junior Counselors)] for each spot allocated to the Jacksonville Chapter in the following CISV International Programs:

1.  Village (including one CISV Jax delegation to Faces of Jacksonville and six to 8 JCs for Faces)

2.  Interchange  3.  Summer Camp  4.  Seminar Camp  5.  IYM (if applicable)  6.  Junior Branch

	Primary Responsibilities:

1. Work with the V.P. of Programs, Publicity Committee and office staff to develop, obtain and update CISV publicity/marketing/recruitment materials.

2. Develop a budget for expenses and submit to board.

3. Form a committee of family volunteers – preferably those families who have already had a CISV experience – to plan, conduct and evaluate recruitment activities.

4. Insure that all recruitment contact information, successful or not, is given to staff to be entered in data base/s.


Recruiting Chair:    Serve a two year term (proposed)

· Work with the V.P. of Program and other committee Chairs ( Camps, Interchange and Mosaic) to provide oversight and management of recruiting activities

· Serve as Member of the Board of Directors

· Develop and conduct an annual recruiting campaign based upon the available delegate spots. Includes:

· Plan and organize recruitment committee meetings

· Set application deadline

· Develop new and maintain current recruitment contacts 

· Update all program materials on the website and for use in informational packets

· Organize and distribute promotional materials making sure that originals are kept at the office 

· Conduct presentations and information meetings at schools, youth serving organizations, churches and other community organizations

· Develop speaking points and scripts for ‘word of mouth’ recruiting for parents, past delegates and leaders

· Work closely with selection committee/s to communicate recruiting results 

· Work with the office to develop web-based interactive recruiting opportunities

· Mentor and support their successor 

· Perform other responsibilities as assigned by the Board

· Prepare a year end report describing program activities and results.
The following tasks and activities are not meant to be done by the Recruiting Chair alone. The challenge will be to interest family and other volunteers to join in the committee. Recruitment of these volunteers can take place at any time, but the best times are when families have completed their first CISV experience – at the August debriefing and Fall meeting.

The V. P of Programs and the President are available for advice, contacts and strategizing.

	Tasks/Activities
	Process/Strategy
	Timeline
	Responsibility

	Resources

	Find out from V. P of Programs what delegate slots are available for next year.
	Conversation

Develop a matrix of slots
	June – July
	Chair
	

	Obtain, update and/or develop recruitment materials
	•Work with Publicity Chair and staff to put together a full publicity packet.

• Select appropriate recruitment materials from packet.

• Add materials specific to recruitment – flyers, brochures, scripts, sign-in sheets, response forms, take – aways, etc.

• Complete a recruitment packet for the office.
	July - August
	Chair and committee member
	Printed materials

DVDs

Copying/printing

	Develop a recruiting plan
	• Research community events for recruitment opportunities. Make a list.

• Research community outlets such as libraries, schools, churches, service and social clubs, workplaces, etc. Make a list.

• Work with Publicity Chair to prepare press releases and select media outlets.

• Find out from members who has contacts in any of these places and events.

• Determine the most likely places and events for recruitment activities (presentations, informational meetings, dropping off flyers, etc)

• Develop a recruitment calendar.
	August – Sept
	Chair and committee members with assistance from Publicity and V. P. of Programs
	Networking

Ask members for contacts

Community calendars

Like-mined organizations newsletters




	Recruit new committee members at August debriefing and Spring/Fall meeting
	• Divide responsibilities into sub – categories such as:

Public Presentations

School Coordinator

Materials delivery/stocker

Family –to Family Coordinator

• Have responsibility/

expectations lists available for volunteers to read.

• Have sign-up sheet for those interested

• Follow up on sign - ups
	Aug – Oct.
	Chair and veteran committee members

President and V. P. of Programs
	

	Plan and manage committee meetings
	• Decide on dates/times

• Educate, orient, and train members Recommend: hold a materials ‘stuffing’ meeting. As members are putting together recruitment packets talk about the content of each piece and how it can be used. 

• Make assignments ( use work assignment grids?)

• Assign back-up and/or folks to support members

• Discuss how staff will be supporting

• Discuss how to get information for data base to staff.
	Aug – Dec

Planning and materials development May – June.
	Chair, with assistance from V.P of Programs and President
	All recruitment materials

Recruitment Plan and calendar

Work assignment sheets

Committee-mail group list

	Train committee members on making presentations, asking for permission to post information in public venues, how to make a family-to-family contact, etc
	• When possible have those who have done presentations, etc assist with training and 

Q. & A

Hold a family – to –family contact training at the Fall meeting. Give all families a ‘kit’ before they leave.

Have committee members work with small groups of families during meeting.

Role play for all of this.
	Aug – Oct
	Chair, committee members


	Family-to-family ‘kits’

Time on Fall meeting agenda

Family group e-mail list for gentle reminders


	Coordinate with Public Presentations (community events, churches, clubs, workplaces, etc)

School Coordinators

Materials delivery/stocker

( libraries, churches, LMOs, etc)

Family Coordinator

Media (local press, and LMO newsletters, web-sites)
	• Have specific contacts lists for all

• Work with committee members and board for introductory and follow-up calls for Existing and New Prospects

• Have recruitment packets available for pick-up at office

• Follow-up on activities

•Coordinate with staff for materials availability, data base information, etc

• Collect applications and do a ‘technical screen’ for completion.

• Follow up with families for completed applications

	Sept. - Dec
	Chair, Publicity Chair, 

Staff

V.P. of Programs
	Recruitment materials/packets

Accurate contact information

Trained and rehearsed committee members

System for follow-up and tracking



	Keep Publicity and Selection informed of activities and number of applications
	• Publicity can assist in ideas/materials to step up recruitment efforts

• Selection and/or VP of Programs and President can answer questions if there is concern about recruiting specific individuals

• Recruitment should be aware of how much scholarship money is available and how to access it.
	Sept – Dec
	Chair
	Time for discussion

	Document efforts
	• Every contact – even if not successful goes into data base

• During committee meeting s discuss what is working and why, barriers and strategies to overcome. Take notes.

• In final written report be sure to include lessons learned and recommendations for future committee.
	May – Dec
	Chair
	Time and effort
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