INFORMATION PACKETS
HOW TO EXECUTE YOUR MESSAGE

Your promotional piece has to generate AIDA:

· Attention  (via color, slogan, headlines, photos)

· Interest  (indicate how to meet the prospect’s need)

· Desire  (show advantage over competition and give reasons for choosing your school)

· Action  (your audience should be inspired by your message to do something)

WHAT THEMES SHOULD BE CONVEYED

· Emphasize the themes most important to your target audience
· Make sure that your themes are consistent with the school’s mission and performance
· Address tuition levels forthrightly
· Ensure that reality matches perception for the elements of the school that you emphasize
· Back up your claims with facts and examples
· Sell the benefits to the customers, not the attributes of the school  (what’s in it for me?)


Example:  Rather than saying, “class sizes are small”, say “children get more 



attention and help due to our small class sizes”. 

THE INFORMATION PACKET IN GENERAL

· Project a welcoming theme

· Clearly state the school’s mission

· Use specific examples rather than lofty phrases

· Speak to your strengths

· Provide contact info 
· Direct people to school website
IMPORTANT ELEMENTS TO CONVEY

· The Catholic environment
· Teachers who make an extra effort for students
· Sense of community
· Education in the faith
· Teaching moral values
· Educating the whole child
· How discipline problems are handled – bullying not tolerated
· Welcoming to children of all faiths
· High academic expectations
CONTENTS OF INFORMATION PACKET

· Welcome letter from principal

· Variety of school publications:



School brochure



Student Handbook



External Alumni Newsletter



Principal’s Newsletter



Yearbook



Annual Report

· Copies of recent newspaper articles/stories

· Tuition rates and payment policy/options

· Application for admission

· Sports, extra curricular programs and activities

· Other suggestions (if not already in school brochure):



Class size/Enrollment info



Student/Teacher ratio



Test Scores



Principal/Faculty credentials, degrees



Transportation options



Special needs help available



Alumni success stories



Grade level highlights



School floor plan



School evaluation/survey results



Parent testimonials

**After distributing a school information packet, it should be followed up by a personal phone call!!

SUGGESTED CONTENTS OF SCHOOL BROCHURE
· Mission and philosophy
· Type and size of school

· Location/transportation

· Contact info/website address

· Faculty profile

· Student/Teacher ratio

· Admissions policy

· Tuition assistance info

· Academic program

· Co-curricular activities and sports

· Special programs/events

· Photos/graphics

· Testimonials (parent, alumni, student, faculty, administrator)

· Use school logo, colors, seal, motto, “branding”

· Create “eye appeal”

DISTRIBUTION OF SCHOOL BROCHURE THROUGHOUT COMMUNITY

· Day care centers and nursery schools
· Real Estate offices
· Pediatricians’ offices, Dentists’ Offices
· Human Resources offices of local corporations
· Local library
· Chamber of Commerce
· Town Hall
· Local churches with no schools, along with home parish
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