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Attract, Hire & Support Quality Educators for Student Achievement
A  Guide for Improving Recruitment and Retention


Tips for Developing a Retention & Recruitment Team

Advantages of a Retention & Recruitment Team

· Responsibilities are shared

· More people become involved in the issue

· Specialized skills of members can be used to best advantage

· Members learn more about the school district

· Issues related to retention and recruitment can be examined in more detail and looked at from many different perspectives

· A team can focus on recruitment and retention and make it an ongoing priority

· A team can plan and implement projects to advance retention and recruitment

Questions to Answer before Convening the Team

· What is the purpose of the team? 

· What are the responsibilities of the team? Planning? Advising? Recommending? Implementing Changes? Carrying out specific projects?
· What authority will the team have?  

· Who will be responsible for convening the team?

· Who will decide who should be on the team? 

· Who will lead the team?

· What is the term of team members? 

· What resources will be needed? Budget? Place to meet? Clerical support? Refreshments?

Characteristics of an Effective Team Leader
· Enthusiastic about the Recruitment & Retention Team

· Organized and able to organize others

· Skilled at involving and motivating others

· Willing to encourage discussion and consideration of multiple viewpoints

· Solicits input from all team members

· Encourages participation by all

Signs of an Effective Team
· Purpose of the team is clear to members
· Team members understand how they can contribute to the work of the team

· Meetings start and end on time
· Meetings are organized, with agendas

· Lively communication among all members 

· An informal relaxed atmosphere

· Interested committed members

· Team members feel they are making a valuable contribution

· The team periodically assesses its accomplishments and effectiveness
· Recognition and appreciation are given to members 
Important Tasks for First Meetings of the Team
· Introductions—Who is on the Team?  Why are they on it?  What is their interest in recruitment and retention?

· Review the responsibilities of the team.  If the team has been appointed by the School Board or the Superintendent, it is recommended that they go over the responsibilities of the committee in person.
· Provide orientation to the issue of recruitment and retention.  Provide data and information to get all team members on the same page in understanding the issue.
· Provide information about how the work of the team fits in with larger issues in the district and why their work will be important.

· Set ground rules that support participation and attendance

· Provide individual assignments or ways to contribute to the team’s work to each team member

· Have some fun.  Allow some time for socializing.

Tips for Effective Meetings
· Set meetings dates well in advance so team members can plan for them 
· Send reminder notices before meetings

· Send reading materials in advance so team members can be prepared

· Send minutes from previous meetings in advance

· Clarify the purpose or focus of the meeting
· Review the meeting agenda
· Meeting chair or facilitator should assure:

· there is full participation

· the agenda is followed

· there are time limits for the meeting as a whole and for agenda items

· that minutes are taken at each meeting

What Team members can do to make the team effective?
· Prepare for meetings
· Forward apologies if you are unable to attend

· Listen to the speakers
· Learn from other people
· Speak up when you have something to say
· Ask questions if you are unclear or unsure
· Consider others views and share your views
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