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Research throughout the United States indicates that the single greatest recruitment opportunity 
you have is when a family takes a school tour. Once they take a tour, they are much more likely  
to enroll.

Here are several ideas you might want to use as you prepare to greet prospective families:

First impressions
The first impression is an important one, and it starts with an attractive entrance that is 
welcoming and easy to access. 

 – Does your school have curb appeal?  
 – Is there a special area for visitors to park?

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. Your school’s first impression 
is important, and you want to remove anything that might make it look unsafe or dirty.

 – Is it clean?  
 – Is there anything that needs to be repaired, repainted or improved? 

The first person to greet them should be friendly and helpful and—if possible—be aware that they 
are coming and greet them by name.

Be sure to communicate with parents ahead of time so they know the exact location, which door 
to enter, time of arrival, and where to park.

When parents arrive, write down the visit in the school tour log and include their name, phone 
number, email address, child’s name, and any other important information so someone can 
follow up with them later.

A great idea is to have a homemade sign at the entrance or reception area saying, “Welcome Tom 
and Mary Johnson.” That will most likely be a surprise and create a lasting impression. 

Personal interaction 
Make sure the tour director is extremely well versed on school value propositions and capable of 
articulating them during the tour. Make sure the tour director has a viewbook for the school.

Have a planned path through the school for all regular tours. This will become a familiar process 
and allow the tour director to talk comfortably with the parents as they tour.

All teachers should be aware that the Johnsons will be touring today and welcome them by name 
when they meet.

The more teachers they meet, the more successful the tour will be, particularly if they have 
spousal connections, mutual friends, or if they mention seeing them in church or living in their 
neighborhood. It simply enhances the “family” atmosphere. Send a short email to teachers letting 
them know the Johnsons are coming today.

Tour preparedness guide
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If prospects have little children with them, it would be helpful to ask to care for them while 
parents are on the tour. Maybe some eighth-graders could be enlisted.

As classrooms are visited, be sure to have a student who is designated to greet any visitors. They 
should be prepared to mention what they are currently learning, favorite activities, or prayer life.

Tour customization 
Consider having a specific “curriculum tour” for a group of parents who are interested in a 
particular subject like science, music, athletics, etc.

Partner with a local Catholic business that believes in the school and is willing to provide 
coupons, discounts or free cultural tickets (zoo, museum) as a thank-you just for taking the tour.

Consider offering a “twilight” tour after hours for parents who work.

If their child is entering fifth grade, have the fifth-graders take a group “selfie” or class photo to 
send home the next day with a note saying, “Hope you can come to St. Mary’s.”

If possible, try to have at least one tour plan and staff for the Hispanic community. Tours 
conducted by dual-language speakers or even entirely in Spanish will go a long way toward 
making your school feel open and welcoming to this growing segment of the population.  
Consider inviting multiple Hispanic families to tour simultaneously to help build a strong sense  
of family and community. For more specific information on speaking to Hispanic audiences,  
see the Recruitment guide provided by the Diocese. 

Positive send-off 
Have a packet ready that includes all the information a parent needs to choose your school: 
viewbook, information about the school year, extracurricular programs, test scores, etc. 

Have the tour director ask if they have any questions or concerns so they can address them at the 
time, or send information the next day.

And before they leave—take a moment to say an appropriate prayer with them (scripted, of 
course).




