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To:  		Charter School Leaders, Operations Directors

From:  		Keisha Womack, Director of Operations 

Subject:  	Charter School Student Recruitment

Date: 		October 21, 2011
_______________________________________________________________________________________________________
The Department of Education (DOE) and Vanguard Direct are eager to support your recruitment efforts to help make your school’s information widely available to families in New York City.  This is especially important given the provisions of the legislation which requires best efforts toward recruiting within the Community School District, and particularly towards Special Education Students and English Language Learners. The DOE and Vanguard Direct established the process described below by which charter schools can reach parents and students regarding school admissions and enrollment information living in specific zip code(s).  Please note that this is a fee based service.  

About Vanguard Direct:
Vanguard Direct is a graphic communications agency that creates, produces and distributes end to end solutions for its clients. Their capabilities span a wide spectrum of services from print, promotional items and distribution services to PURL and text messaging campaigns. They partner themselves with their customers to save money and improve technology. The trust their clients have in them to take charge of any project at any given time has made them the leader in the industry.  Please visit their website at www.vanguarddirect.com for more information on how they offer day to day services to any last minute emergencies.
We have a confidentiality agreement with Vanguard Direct which allows the DOE to release student/parent information to them only. Vanguard Direct will NOT release student information to the schools.  For the purposes of the lottery ONLY we will allow Vanguard to hold on to the electronic file up until April 1st, 2012 and then discard this information as per the agreement.  If you require another listing subsequent to the lottery process, you will have to submit a new request. 

Contact: Diane Waldman 
Phone: 212.736.0770 ext. 191 
 Fax: 212.736.7253 
Email:  dwaldman@vanguarddirect.com 
519 Eighth Avenue, 23rd Floor, NYC, 10018

Participation:
Please note that the process above is NOT required and participation is optional. Please also note that these efforts should not replace the additional recruitment and outreach plans as outlined in your charters. Our experience with the student recruitment process is that the mailing will increase the number applications; however this does not necessarily translate into enrollment of students. Other recruitment processes include but are not limited to: hosting open houses, hosting information sessions, conducting home visits, going door-to-door, visiting community based organizations, conducting call-a-thons etc.

Informational WEBINARS: 
To learn more about the student recruitment mailing process and Vanguard, please participate in one of the webinars listed below. Vanguard will provide an overview of the student recruitment mailing process and best practices to help you with your recruitment efforts. 

Dates: October 27th and November 3rd  
Time: 10:00 - 11:00 AM

Please see the attached documents for the Webinar login information. School representatives may attend the Vanguard in-person presentation on October 27th or November 3rd. Please contact Diane Waldman at dwaldman@vanguarddirect.com if you are interested in viewing one of the presentations at the Vanguard office. 
 

Timeline: 
The first deadline to submit requests is NOVEMBER 10, 2011. The second deadline to submit requests is DECEMBER 8, 2011. 



How to make a request: 

Step 1: Make your request 

1. Complete, scan & email the attached “CS Recruitment Information Request Form” to KWomack3@schools.nyc.gov and doecs@vanguarddirect.com. 

1. Complete, scan & email the attached “Charter Zip Code Recruitment Spreadsheet” to KWomack3@schools.nyc.gov. (Please note that this document MUST be sent by email) 

PLEASE NOTE:  If you are opening a 1st grade September of ‘12, then you should request the current Kindergarten class for outreach. 
1. Allow approximately 5 business days after the deadline for information to  be available to Vanguard for order processing 

Step 2: Negotiate with Vanguard 

1. Please contact Vanguard Direct to request the number of students for the mailing requested. 
1. Based upon the number of students in your mailing and the packaging you are interested in crafting, please contact Diane Waldman for pricing, postage and print packaging information. 
1. Please send all artwork and order status inquiries to doecs@vanguarddirect.com . Be sure to identify your school and include any other pertinent information associated with your order. 
1. All checks for postage must be paid in advance and the check must be made out to US Postmaster. 
1. Please confirm the correct billing address for your school on the Charter School Recruitment Information Request Form and return the form to Vanguard Direct as stated on the form. 

Recruitment Forms Instructions: 

The CS Recruitment Information Request Form will be used to track the approval process and transfer between offices. This document will ask for the following:
1. School & Requester information
1. Recruitment info:  Grades, Zip Codes, etc
1. Special Instructions:  Labels, Envelops, mail merge, etc.
1. School Leader Authorization
1. Office of Charter Schools Authorization
1. DIIT Authorization

The Charter Zip Code Recruitment Spreadsheet will request school name, DBN, grade & zip codes. This electronic version will be forwarded to DIIT for easier processing as per their requirements. If you request a particular grade with multiple zip codes, you will have to enter a line for each being requested.  

For example,

5th grade / Zip Codes 11201, 11203, 11205
	Charter School Name
	DBN
	Grade
	Zip Code

	Charter School
	84x111
	5
	11201

	Abc Charter School
	84x111
	5
	11203

	Abc Charter School
	84x111
	5
	11205



If you request multiple grades in one zip code you are required to enter a line for each one, see below.
For example, 
K, 2nd & 4th grade / Zip Code 11201
	Charter School Name
	DBN
	Grade
	Zip Code

	Charter School
	84x111
	K
	11201

	Charter School
	84x111
	2
	11201

	Charter School
	84x111
	4
	11201




PLEASE NOTE:  If you are opening a 1st grade September of ‘12, then you should request the current Kindergarten class for outreach. 



FREQUENTLY ASKED QUESTIONS (FAQ’s)

1. Why is this service available? To assist schools in their recruitment efforts, casting a wider net and providing a larger catchment area on an equitable basis to students within the CSD, in accordance with Charter Law.
1. Can I get student information directly from NYCDOE? No, FERPA laws prohibit the disclosure of student information to schools directly.  Through our confidentiality agreement with Vanguard, school can access pools of potential students.
1. Does the DOE pay for this service? No, this is a fee based process available to charter Schools. 
1. Do we have to use this service?  Using Vanguard as a recruitment tool is optional. However, Vanguard is the only source for doing mail recruitment for currently enrolled students.  
1. How much will each mailing cost? Each school has to negotiate pricing and mailing details with Vanguard. The prices will vary based on several variable costs. 
1. When can we contact Vanguard regarding packages and prices?  Please allow 5 business days after submitting your request to NYCDOE, to engage in negotiations with Vanguard.
1. Who is the main contact at Vanguard? Diane Waldman Phone: 212.736.0770 Ext. 191 or doecs@vanguarddirect.com.


Please feel free to contact me if you have any questions or concerns.
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