MARKETING CHECKLIST

Marketing in adult basic education (ABE) is the process of gathering information, reviewing statistics, establishing specific target populations, and examining what resources are available. Review this chart and highlight all that you currently do. Put a check-mark beside those things you would like to incorporate into your program.

	STEP I: Establish target population(s) and determine needs
	STEP II: Evaluate your program and its potential
	STEP III: Adapt your program to meet customer needs

	Complete a Community Needs Assessment

Choose target audience(s), i.e., unemployed, under-educated, elderly, displaced homemakers, displaced workers, young adults, ESL
Determine characteristics of the audience(s), i.e., age, sex, ethnic, location

Evaluate needs and interests of audience(s)

Decide best location, day, and time in which to serve audience(s)

Complete an Agency Needs Assessment

Determine the specific needs of business/industry

Complete a Student Needs Assessment

Determine if program is still meeting the needs of the students

Implement changes required to meet the needs of the students

Other:
	Is my class scheduled at a convenient time? On a convenient day?

Is my class conveniently located? i.e., on a bus route, within walking distance, etc.

Am I meeting enrollment and contact hour requirements?

Can I incorporate “soft skills” into my curriculum? Or do I just have time for “GED?”

Do I have access to computers for my students?

How many students can I effectively serve within my time and budget restraints?

Do I offer assistance to students who need food, clothing, shelter, counseling, health care, etc.?

What amount of my budget can be used for promotion? What agencies can help?
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My target population is single mothers.

My class meets from 9:00 a.m. – noon. The Needs Assessments reveal that these mothers prefer to meet in the evenings. 

Can I change my hours?

My class meets on Wednesday evening. The Needs Assessments reveal that the majority of my community attends church services on Wednesday evening, and that Thursday would be the best.

Can I change the day my class meets?

The Needs Assessments reveal that my target population is senior citizens. They have expressed an interest in learning how to use e-mail.

Where can I access a computer lab? Can I move my class to another location?


RECRUITMENT CHECKLIST

Once you know the make-up of the community, their needs, what you can offer, and what is required of you to build an effective program (results of the Needs Assessments), you need to publicize your program to recruit students. Review this chart and highlight all that you currently do. Put a check-mark beside those things you would like to incorporate into your program.

	STEP I: Determine Your Resources
	STEP II: Choose Your Approach
	STEP III: Choose Your Location 
	STEP IV: Track Your Promotional Efforts

	What medium or technique is most likely to reach audience(s) targeted?

What media is available in your community?

What costs are involved in utilizing specific media?

What amount of funding is available to me?

What is available free or for nominal costs?
What staff can be utilized for these activities?
 
	Press Releases 

Newspaper/Classified Ads

Public Service Announcements

Radio/TV Advertising

Open Houses

Printed Materials

brochures

grocery bags

utility bills

church bulletins

catalogs

Public Presentations

Speakers’ Bureau

News/talk shows

Improv Moments

Internal Publications

Newsletter

Letters of commendation

Certificates

Audiovisual/Display

Powerpoint/slide/video

Display booth

Billboards

Posters

Recognition Programs

Informal Personal Contacts

BOLT

Local service clubs/businesses
	Local schools

Libraries 

Grocery stores

Convenience stores

Laundrmats

Bars

Restaurants

Dry cleaners

Bowling alleys

Kmart

Wal-Mart

Doctor offices

Hospitals

Health clinics

DHHR offices

Salvation Army

Goodwill facilities

Homeless shelters

Rehabilitation offices

Housing authorities

Church bulletins

Counseling agencies

YWCA/YMCA

WIC centers

Other:
	Ask the individuals how, where, and time of day they heard about the program. 

Keep a record of the number of brochures/fliers distributed at each location. 

Make your address a little different on each location’s allotment of printed materials.

Color-code registration forms.

Make up a person’s name to ask for. 

After compiling the results of your tracking efforts, eliminate those promotional methods that were not effective, and put more emphasis upon those that were.

Other:


RETENTION CHECKLIST

A quality ABE program must view students in a holistic manner. Not only are their educational needs important, but their emotional, and vocational needs must also be addressed if students are to remain in your program. Review this chart and highlight all that you currently do. Put a check-mark beside those things you would like to incorporate into your program.

	Educational Strategies
	Emotional Strategies
	Extra-Curricular Strategies

	Knowledgeable of content area:
	Intake:
	Instruction:
	Actively communicates with students

Is sensitive 

Is supportive

Is non-judgmental

Is open to student ideas

Actively listens to students

Displays positive non-verbal behavior

Shows respect for diversity

Is willing to change

Other:
	Student support group organized

Regular progress review conducted

Student recognition ceremony conducted

Incentives provided

Active follow-up on non-attendees conducted

Student Retention Team organized

Child-care/transportation resolved

Flexible scheduling incorporated

Classes begin and end on time

Students are referred to appropriate service agency when necessary

Collaboration with literacy program incorporated

Adequate resources available to work with business/industry

Appropriate instructional materials utilized

Varied class activities conducted

Family/teacher conferences held

Course evaluations completed by students

Scheduled needs assessment conducted

Feedback provided

Other:

	Reading

Writing

Listening

Speaking

Math/Budgeting

Social Studies

Science

Thinking skills

Organization

Time management

Communication 

Team Building

Technology


	Wellness and safety

Multi-cultural awareness

Personal work attributes

Career planning

Job-search skills

Employee rights 

Family/parenting

English as a Second Language (ESL)

Other:
	Managed intake 

Realistic goals set

Immediate needs identified

Clear expectations identified

Barriers identified and resolved

Force-field Analysis conducted

Special learning needs identified

Learning style(s) identified

Student commitment signed

Other:
	Small-group instruction

Cooperative learning

Project-based learning

Computer-assisted instruction

One-on-one instruction

Individualized study

Classroom style/lecture

Special topics

Semester concept

Interactive teaching methods

Health education incorporated

Audio

Visual

Distance education

Clear explanations given

Students are aware of progress

One-day-at-a-time mindset

Student activities are offered

Minimal competition

Breaks provided

Tasks divided from simple to complex

Learning is related to students’ lives

Other:
	
	

	Environmental Strategies
	
	

	Room arrangement conducive to learning—light and temperature controlled or accommodated

Sensory experiences created, i.e. background music, aroma therapy, etc.

Stress symptoms recognized and managed
Other:
	
	


FOLLOW-UP CHECKLIST

Follow-up is imperative for student retention and adequate documentation of student achievements. Review this chart and highlight all that you currently do. Put a check-mark beside those things you would like to incorporate into your program.

	For Non-Completers
	For Completers
	For Those Just Beginning 

	Develop a buddy system for students.

Send course evaluations mid-term or at the end of a semester to determine if delivery or content of instruction needs to be altered.

E-mail, send letters or postcards indicating students are missed and invite them to return. (for a special occasion, guest speaker, etc.)

E-mail or call students to let them know they are missed and invite them to come back.

Send questionnaires/attach to an e-mail message asking specific questions about why they stopped attending and invite them to return.


	Send questionnaires, e-mails, or conduct phone calls to document student’s “life after ABE.”

Provide information to students about local vocational programs or colleges including information on financial assistance, transportation, etc.

Hold a “class reunion” to provide the opportunity for students to catch up with one another and to discuss the impact ABE had on their lives.
	Send confirmation letters to those who pre-register telling them how pleased you are to have them in your program, and how to contact you if they have questions or concerns prior to the start of class.

Send them a “membership card” and information on what to expect on the first day of class.


