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STEP 1: Collect your database.
Your database is the list of every parent, grandparent and godparent in your parish. This includes the 
family of current students as well as any students you believe could potentially be attracted to your 
school. Ideally, this database will consist of 200 or more addresses for maximum coverage —and also 
to meet the Postal Service’s minimum requirements for bulk mail postage rates.

This database will be an Excel spreadsheet that includes cells for every category. For each entry in 
your database, you need a first and last name and an address (Street, City, State, Zip).

 

STEP 2: Evaluate your school.
Walk through your school and look at it not through your eyes, but through the eyes of a  
prospective parent—someone who has never seen the school before. Is it clean? Does it look 
welcoming? Is there anything that needs to be repaired, repainted or improved? Your school’s first 
impression is important, and you want to remove anything that might make it look unsafe or dirty.

You must also be ready to make a good impression on parents who are not yet seeing the school. 
If their first contact is a phone call, that phone call should be friendly, welcoming and informative. 
If they are visiting a Web site, that Web site should look professional. Your goal is to increase their 
interest in your school, so it is very important not to turn them away with a bad phone call.

STEP 3: Prepare for tours.
When a parent tours your school, you want them to be impressed with the experience. Plan your  
tour path so that it is consistent. Have students and teachers ready to engage with prospects as  
they enter the classroom. Have a packet ready that includes all the information a parent needs to 
choose your school. Make sure everyone involved is trained and ready so that parents leave your 
school thinking about how impressive your students, staff and facility were.

If your school has any unique or noteworthy aspects, make sure your 
tour and communications feature them prominently. A top-notch band 
program, a successful fundraising program or innovative technologies are 
best experienced in person—use these strengths to your advantage.

Prepare students to participate in tours by having students in each class 
ready to introduce themselves and explain what is being taught that day.

We will provide a document outlining the most successful tour model 
used by our best schools. Please refer to this document to learn how you 
can best prepare your school to impress your prospects. 

Step-by-step guide to using the campaign
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STEP 4: Set your goals.
One of the most important things you can do to ensure this campaign’s 
success is to know what you need to accomplish. How many students 
do you need to recruit? What is the greatest possible number of students 
you can accommodate? We need to know how you measure your success 
so we can measure ours. This information should be included in your 
school’s marketing plan, so please refer to that document for specifics.

You should also be tracking how many tours you give, phone calls you 
take, new students you enroll—any communication with prospects should 
be logged. This is how we’ll know if our efforts are turning interested 
parents into students in the classroom.

STEP 5: Start your parent ambassador program.
Some of the best tools at your disposal are parents who have already made 
the decision to send their children to your school. They know better than 
anyone else what is attractive about your school, and they can share that 
value with friends and family. This may take place in casual conversation, 
tours and events at your school, or even private events in their homes.

One of the reasons Step 4 is critical is to help the parent ambassadors. 
They will be held accountable for helping you meet your goals, and they 
can’t do their best work if they don’t know what those goals are. We will 
provide a document to help your train these parent ambassadors to do 
the best possible job. 

STEP 6: Use the campaign materials.
Now that your school, staff and parents are ready, it’s time to start using the Choose Everything 
materials we have provided to attract parents to your school. The first step in this process is your fall 
push in July and August. With the school year beginning shortly, now is the perfect time to reach out 
to parents. This push should consist of:

 -   Two to three postcards, mailed three weeks apart  
to your entire database

 -  Flyers stuffed in students’ backpacks

 -  An insert or ad in your parish bulletin

 -   Images included in e-mail communications  
or e-newsletters

Of these steps, the postcards are the most important. If you do not 
have the time or funds to do all of this, make sure the direct mail is 
taken of first. Other steps you can take include:

 -   Adding a link to ChooseEverything.info on  
your school’s Web site

 -  Requesting signage or banners to put in your school

The next major recruitment opportunity is in December, as students go 
into Christmas break dissatisfied with their public schools and parents consider making a different 
choice for the second half of the year. This period will conclude with Catholic Schools Week in 
January. Schedule an event at your school (a chili dinner, ice cream social, date night, etc.) to draw 
parents in for a tour.  
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Have parent ambassadors host events over Christmas break. You can also use the same types of 
campaign materials to reach out over this period.

The final push will begin in late March, trying to attract students for the following year. This push 
includes your kindergarten round-up. You will also want to push retention messages during this 
period—talk about your school’s successful test scores during the preceding school year. Send 
another round of postcards so prospective parents who were unhappy with their child’s school in  
the previous year realize they have another option.

There is a marketing calendar on ChooseEverything.info than includes the dates for these pushes.

STEP 7: Customize your materials.
Some of the materials available through ChooseEverything.info can be 
customized to your school. This means they will feature your school’s 
logo and contact information. You will provide the information for 
the customization when you order the materials. In addition, you will 
provide the dates you would like to receive materials or the dates you 
would like each postcard to mail—so you only need to visit the site once 
to set up a full direct mail campaign.

Go to the “Educator log-in” button on the top right of 
ChooseEverything.info and log in with your password. 

Under the “Customizable Templates” tab, you’ll find all the 
materials this information can be added to. This includes the postcards, 
advertisements and flyers.

Under the “Downloads” tab, you’ll find non-customizable  
digital materials and instructions for tour preparedness and parent 
ambassadors—as well as a copy of this document.

While printing costs are fixed, we will not know exactly what your 
order will cost until postage is calculated. Once you have ordered 
your materials, the printing company will contact you to organize 
payment based on your mailing list. 

STEP 8: Stay organized.
During this period, organization is critical. Establish a folder system 
to keep track of all the materials you use as part of this campaign. 
Once your database is sent to the printer, it will be cleaned up 
and checked against the US Post Office NCOA database before it 
is returned to you. This will be your new database, so save it in a 
location where it can easily be accessed for any future changes with 
no confusion about which version is the most current. Do the same 
for any files provided to you for approval, new logos, campaign 
results and any other files or information you have. 

Now that you’ve completed these seven steps, you’re ready to start 
using Choose Everything to drive your recruitment and retention 
efforts. Thank you for working with us to get this campaign started. 
Make sure to keep checking chooseeverything.info for any news or 
new materials, and to plan your mailings and promotions. 

If you have any further questions or concerns, please contact  
Bill Engelbrecht at 309-671-1550.

MOST REV. DANIEL R. JENKY, C.S.C., D.D., BISHOP OF PEORIADR. SHARON WEISS, SUPERINTENDENT, SWEISS@CDOP.ORG

Visit ChooseEverything.info or call 309-671-1550

When you choose a school, you want to have it all.  And when you choose a Catholic school, you can.   • Choose a student-to-teacher ratio of 14:1. •  Choose to give your child access to the greatest possible opportunities—regardless of race  or income.
 •  Choose to share your faith with your child and improve their chances of remaining a Catholic for life.

 •  Choose a 99 percent high school graduation rate—and an 86 percent transition rate to a four-year college.  •  Choose a brighter future for your child.At a Catholic school, children receive an education and an experience that prepares them to be everything God made them to be—academically, socially and spiritually. When you choose a Catholic school,  you choose everything.

Choose everything.


