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Successful recruitment plans address the following components:

How? What are the little steps and small tasks that make up the larger strategy?
What resources (time, money, skills) are needed to successfully recruit VISTAs? 

Who? Clearly delineate who has responsibility for each task and make sure they have the skills to do the job.

When? Timelines are important. Not only do you need to make staff time available for recruitment tasks, you also need to coordinate your efforts with things like PSO dates and the annual cycle of your program.

Where? Recruitment often means getting out into the community or placing messages at strategic locations. Your plan will need to detail your approach.

A review and revision process. Your plan should set goals and benchmarks that you can track your progress against. Review your overall strategy annually or as needed. Remember, once the plan is complete, don’t feel like it’s set in stone. You may find that some of your approaches work better than others, and your plan should be revised accordingly. Just remember to formally schedule these reviews the way you would any other important program task.

Adapted from: Effective Mentor Recruitment: Get Organized, Getting Results


[bookmark: h.lgbf9gpvsm2n]Recruitment Plan Outline Worksheet

Use this worksheet to outline major next steps that are needed to get your recruitment plan off the ground. Refer to the VISTA Recruitment Checklist for sample tasks needed for each phase.


(Name of Project) VISTA Recruitment Plan

Number of VISTAs:
Date of PSO:
Start date for VISTAs:

Phase 1: Plan

	Activity
	Person Responsible
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	




Phase 2: Market

	Activity
	Person Responsible
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	





Phase 3: Screen

	Activity
	Person Responsible
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	




Phase 4: Interview

	Activity
	Person Responsible
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	




Phase 5: Select

	Activity
	Person Responsible
	Completion Date
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