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Foreword—
The Xlumni Program

lunint of America s Elementary and Secondary Cath-

ohc schools are 1 tremendous natonat assct They

tre a gem that e American church has onl begun
to appreciate Reflecnion will lead to the establishment of
dlumni programs m which graduates will conanue to be an
dcnve part of the nusston of Jocal Cathohie educaton

severdl editoral decisions had o be made m the produc-
ton of this book The term “Alumni 15 used 1w the generie
sense to refer to both female and male persons No sesism s
mitended by not using the term - Alunrne ae™ throughout Mr
Cushman presents many ideas and practical suggestions
which at first reading may seem to be less than applicable 1o
smuller and or clementary schools He 1s writig about the
tdeal and thereby invites the adaptation of his ideas to all
schools
The Othee of Development NCEA enjovs success with its

educational program for members m large part because of
the contnuing cttorts of Gonser Gerber Tinker Stuhr Mr
Cushman s test s the Latest m the contmuing relatonship Wee
all benehit trom his dedication and thank him for his assis-
tdnce

Rev Rotert 1 Yeager
Vice President Development
Februany 28, 1986
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n ettee e program o moh e aluming iy the nussion of
a Cathohe school s one of the most mportant facets of

4 a comprehensne development program

Alumnt can help vou dentty and reassess vour msttu-
tonal mission and wms - evaivate vour academic program
hight of these amms, project vour programs mito the tuture, de-
term e what vou must have to reach vour goals, and work to-
ward butlding the human and fimananl resources necessary
to reach these goals

All of vour alumnt should be ambas sadors for vour school
and for 118 work of educatng students A productive alumni
relations program sechs no fess—its goal must be to mvohe
cach and every amumnus moan acine wan o strengthen and
dadvance vour school The diplomas which vour alumng hold
are onh asvaluable as the qualis of the educaton which vour
school otfers at amy given umie, so aliming have a contmuing
selt-merestin the strength and vitahiny ot vour school woday as
weltlas n the tutare

In fact, the alumnt relations program should have an even
broader atm— to mobthize behnd aff of Cathohic educanion
tas well as vour speatic schoob) the full strength o alumir
understarding and support m all .ts morat and pracucat man-
ifestattons

A comprehensie atumne relations program has numerous
objecnes They meludde

® o create an mformed and mterested body of alumnt
tuth aware of 1ts responsibihities to the schonol

8 i
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To encourage the alumint o mamtam a continuing rela-
tonship with the school

To enlist the services of alumnr m constructn e endeav-
ors for the school

To sumulate alumni o parucipate in civie affarrs

To provide mtellectual stmulaton and encouragement
for continung education for the alumng, insulhng in
them the recogniton that education 1s a hife-long pro-
Ccess

To encourage support for the school’s tund raising and
student recruitment goals, recogmzing therr signifi-
cance in the school's service o socety

To develop speafic programs of acuvity and particrpa-
ton n refaton to the above

Alumnt interest i the school must be stumualated and sup-
ported Itwill notbe productive of left only to 1ts own momen-
tum Those private schools which have strong alumni pro-
srams and strong alumnr support have made them a priority
and have mvested heavily in then,

Among the essentials o a successtul alunir relations pro-
gram dre

® Acceptance by the school of aluming as parmers i the

educatonal enterprise and not merely as “another pub-
™

A plan of orgamizaton to fachtae alumer mvohement
and particrpation m all aspects of the program

An adequate system of records incuding the means for
wenuf g aluming leadership

Effectuve channels of communicaton through the
prited word and direct contacts

A student culivaton program leading o acceptance of
responstbrhities as alumng

Programs caretully desigred 1o utihize alumng potental
tor service—fund-rarsimg, student recruitment, public
relations, schoot fong-range planning, cte

Programs designed o serve the alumnt, programs rang-
g from continumg, education to soctal activiies

A tirm financral base for alumny operations, regardiess
of the source of suppe -t
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e A\ competent and dedhcated sttt

e [ttectne hason and coordimation with the total ~choot
program

The concept of an ongomng, comprehensne development
program s predhicated. among other things, on the mvolve
mict of volunteers (See « nderstandnig anid haplementing
Development, wrother 1 this senes of booklets published
the Natonal Cathohie Edlucational Association ) As volunteer
participation 1~ crucal to the deselopment program i gen-
cral, so, oo, 18t essential i the atlumnt program

Fducation s so highh regarded by most persons that the
average school has mithons of dotlars worth of volunteer tal-
ent at s disposal

This volunteer tatent 1s especally important for two rea-
sons In the first place, few Catholic schoots these davs can af-
ford to hire all the staff necded 1o carry Ga all the vieal actvi-
tes of recruiting good sradents, organtzing and
mplementing various spectd’ events and functions, spreading
the word of the school s good record of serviee, and rarsing
needed funds tor operatons, capital growth and long term fi-
nancial stabthty Even more mportant, the right volunteer,
carelullh selected and properh tramed and serviced. 1s ofien
morc eftecrne at spectfic tasks or with speaitic prospects
than the paid staft

The Alumni Association

e mobihizaton of alemnn volunteers for e many facets
of a productive alumnt program s best achieved through an
organtzed Alumni Assocation This attracts and hetps de-
velop atumni feadership as well as o proside stractare tor the
i hement of alumnn m establishing reabistic goals and -
plementing the ve rious programs

The Alumint Assocation shoukd be soverne 1 v an eleced
Board of Directors of 15-20 members who are withing to meet
5-8 tmes per vedr © plan and carry out the vanous actvities
of the Alumnn Assodiation Resist the emptation o settle fora
hard working group of say, “erght commuted alumnr - The

1
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demands ona smalt group will be <o great that they will
quickly be overwhetmed. burned-out and unproducine A
Soard of 15-20 means that cach member doesn t need o

neon more than one or two comnttees of particular per-
sonal mterest without rish of becoming overworked This size
also ensures dlasnan o accommodate those well-meaning
volunteers who can t make evers meeting or tke as active a
tole as they had wanted

An actne Board needs o meet often enough to move the
program forward Where the Board members hve somewhat
dictates the frequeney of therr mectings But those Boards
which meet anb once or twice avear never seem o devek P
the needed momentum: Sixto eight tmes seems about right
Converseh. o nany meetngs can tead o wasted ume
Montnly mecetimgs are oo trequent, particatarh af the Board
has an etfectnve committee svstem Set the daates of the Board
meetmgs weth meadvance and don twaver from then unless
absoluteh necessan

The most dedicated: competent feadership avattable should
serve on the Board The clumni body as a group should elee
the members of the Board and the othicers of the Assoctation
A kev role of the Alumng Director i this regard s 1o con-
stanth be on the alert tor potenual Board members and o
work closeh with the Nomimaung Commiuee of the Board in
idenuh g and recrutting them Tes a good dea, o, © work
to achieve a broad representation of classes or decades on the
Board Smce atumnt tend o know primanthy those w ith whom
they were m school, statt needs o gaard agamst the evolution
of 4 Board comprised primanih of alumnr trom one class

Asto terms of senvice, aterm of three vears, with atlowance
for reclection one nme, 1s about night This provides continu-
ity but abso msures the mtusion of new 1deas through new
Board members A Board which has no turnove r becomes
stale and m-bred. and can often become mvohed - day -to-
dav othce operatons, which 1o estremeh detrmentat 1o the
program Othcers of the Assocaton (npreatls a Presdent,
Vice Presvdent Searetary Treasarer and Commitee Charrper-
sons) shoukd serve one or two vears m-then positions, pref-
crabh preceded by at least one vear as a member of the
Board " atluge

The real wark of the Aiumni Asssoctaton s carreed out by a
strong connutiee ssstem Standing and Speaal Committees
are estabhished o plan and carry our the various progiams for

11
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dumnt Kipical among an Alumni Assocration s Standing
Comnutee would be

® fund Rasing Comnttee—to organize and implement
the Annual Alumn Fund, speaidl tund rasig projects
and capral and estate planning programs

® Student Reatment—help denuty, calvare and re-
crurt parents and students for enrottment at the school
iworkmg closel wath the school's admissions otficer)

® \wards and Re ogrnition—1to wdenuh aluming deserving
of speaal recogniion by the school, to develop and
manage a4 program of awards tor kev alumni

i ® Keronon Committtee—to plan reumon celebranons for
classes, Alumnt Day or Hemeconung actvities and other
dumnrevents on camipus

® Sident AMunin Orientation—work with current stu-
dents o acguamt them with the Aluming Assocration and
prepatre them for an actinve role as alumne after than
graduanon

Frery Board member should be on ar least one of these
program committees, and no more than two  In addioon,
there should be provision tor the pactcipation of #on Board
members on these committees This pracuce widens the -
cle of imvohed alumnt and provides opportunt tor new lead-
crship o emerge At one school Thnow, the new Charman of
the Development Committee of the Board of “rustees, who
dlso recently miade a tirst-ome miagor gitt to the school, just a
few vears ago was a non-Baard mentter of the Aluming Asso-
cration s Annual Groing Comnttee

An Exccutnve Comnutree and a Nominating Comnuttee
would be two addinonal standmg commirrees The Executne
Commuttee s compresed of the officers of the Assoctaton and
meets on-call between regu-dr bodara meenngs o transadat
busmess which cannot wait for the nest regular Board met
ing and 1o set the agenda tor the next regular Board mecting
The Nomiuaung Corsnutice shoukd be a sunding commiiee
operatng vear-1ou. o, constanth on the alett tor emergmg
atumnr feaders who can contnibute to the work of the Board

Alunmn dues are prety much a thing ot the past, excepn
i the case of some of the farge public caversimes A dues
program is costh to mamtamn m termes ot record heeping it
can separdte from mvolhvemene those very alumni whon,

vou wish o mvole and it can provide a handy - exeuse o

ERIC \ 5
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an alumn 1s to decline an invitation to contribute o the
Alumnt Fund (“"Because I've already given through mv
dues ") It s far better to include all alumm—graduates and
non-giaduates alike—as members of the Alumni Assocra-
tion, and for the school to underwrice the cost of the pro-
gram What might be foregone through lack of a dues pro-
gram can be more than compensated for through alummni
giving programs such as the Annual Fund

All these structural details of the Alumni Association
must be incorporated n a Constitution and/or By-Laws for
the Association Even though the Association probably
doesn't need to be separately 1incorporated from a legal
standpornt, a formal document of structure and operating
procedure helps prevent problems and ensures a smooth-
running operation An example of Alumni Association By-
Laws may be found i Appendix B

Other Special Groups

Special councils and clubs for specttic purposes provide
further opportun:ties for alumni imvolvement Tepical among
these 1s an Athletic Booster Club, often composed of parents
as well as alumnt, o support the variou:  ater-scholastic ath-
letre teams of the school Such a group organizes fund-raising
projects o fund special athletic department needs, plans so-
cial events and awards proe- .ms for team members and their
famithes, fosters school spirit, handles ticket sales ar 1 conces-
sions for games, and in general. promotes the sports pro-
gram

Another special aumni group i the “Old Guard™ The Old
Guard Club 1s comprised of all alumini whose class graduated
50 or more vears ago, and 1s a vehucle o provide recognition
and special activaties for the older alumnt As the number of
alumni in any one class tends o thim out m the older classes,
an Old Guard concept provides an identie which transcends
and supplants class dentification Special “mduction”™ cere-
montes for 50 year grads at the school's regular graduation
exercises provides an annual 1ocal pomnt for the gi up and
signals to all alumni and students alike that aiumnt are hon-
ored and valued throughout therr hfetimes

Regronal Alumni Clubs are useful for those alumnt bodies
Faving a concentration m aities away from the campus These

13
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groups may be formally structured ctibs with ofticers and
several local activiies annually for alumni in the area Or they
may be more loose-knit groups which come together once a
vear 1n a "Reunion’™ atmosphere to renew ues and to hear and
celebrate news and progress of the school Make sure the of-
ficers or convenors of these groups are invited to the school
regularly—at least annualk, —to ie rejuvenated and oriented
to current school developments

Statfing the Alumai Programs

An effective program of alu na interest, alumn1 mnvolve-
ment and alumnt support of the school will not happen just
betause the school board or principal want it to happen An
atumni relations program, no matter how well 1t hus been
planned on paper, requires paid staff 1o make 1t go In fact,
the program will be no better than the staff directing 1t

Someone 1n the school admin.stratton must be ap-
pointed Alumm Director and be given responsibihity for
the alumm program .his person s, in reality, the “man-
ager” of the program He or sh:e works with the alumni vol-
unteers 1n planning and implementing the various alumm
events and projects on and off campus, collects and reports
news on alumni achievements through alumni publica-
tions, develops ways to tnvolve alumni in the lhife of the
school and provides leadership 1in the annual alumni fund

The Alumni Director (Alumni Secretary, Director of
*lumni Affairs, etc ) serves as secretary of the Alumni As-
socianon, handies general correspondence with alumn,
™2ucams the alumm mailing hst and alemn records and
files and makes sure that the calender of alumnr acuvines 1s
adhered to. The Alumni Director may write and edit the
alumn newsleuer

Each year, the Alummi Direcw, should prepare a Plan of
Action for the alt mn1 program, covering goa.., plans, pro-
grams and a umetable for the coming vear This plan 1s
based on overall development goals, and should include the
following elements.

® the year's schedule of all alumni publications and gen-
eral mailings
® schedule and ume-line for aumni reunions, work-

el g
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shops. AT mim Weekend, open houses, Carcer Days
and othe spectal events

® plans and tmeiable for the annual Alumar Fund

® priortues and plans for each ab-mnr commuttee such
as student recrarrment, annual fund, continuing edu-
cation, student orientation, records and recegmtion,
career gurdance and pubhications

® Loy dates for Alumni Association Bo.~d meetings

For a small school, the staff duties may be performed by
the Director of Development As the program grows, some-
one at teast half-tume should be re -4 as Alurmnt Direc-
tor, reporting to the Director of Development Oftentimes,
this 18 an executive secretary with estraordmary skills; or,
the duiies may be assigned to a faculty member, whose
teachin, tume 1s reduced accordmgly For larger schools,
the Alumnt Director mav be full ime

The statt posttion 1s a4 professional one, as contrasted
with a secretarial or clericat position The characteristics to
be tound 1 an etfective Alumnt Director include the fol-
lowing

® An understandig of and commitment to Catholic ed-
ucation in general and ro your school i particular

® Sense of responsibibity and accountability

® [Ligh standards, partcularly i areas such as good
Laste, ICCUrdey, dppropriaeness, promptness and tm-
ing

Abithty to get things done

a self-starter

Great personal imtiative
Ahihty to work hard for sustaned pertods
Abihitv to motivate others and motvate setf

2 © & o o

Abihty to get along with others—muse be personabie
and must engor meeting people

€ Lnes up o d schedule—is able to schedule ume for
selt and ume and activities for others

® Communication shitls—must be a good hstener and
Also must be ablc to express thoughts and ideas clearly
n writing

¢ \olunteer-oriented—must understand the dvnamics of
volunteers and be ready to give the limelight and
credit to volunteer workers

' 15
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Ajob descripuion for an Alumni Director appears tn Ap-
pendis €

Commu- For an alumns refatons program to be fully productve, a
nicating school must consistently do an effecuve job of telling the
with alumni what 1t 1s doing and why 1ts exastence and future are

. important to the Church and to society
Alumni Before a school can raise substantial funds from alumna, at
must have therr interest and understanding. Thus, increased
acceptance for the school must be one of the prime objectives
of a successful alumni relations program

The school’s overall public relations effort, 1n 1ts broad ap-
proach to all publics, 15 the foundation for communications
with alumnm (See Public Relations, another 1s this series of
booklets published by the Nauonal Catholic Educational As-
socration ) But as a special public, and as perhaps the largest
of the school’s publics, alumni warrant a focused plan of com-
munications

Publications

A school should have a program of sending regular com-
munications to alumm ielling them about the progress and
plans at the school. Share financial data, enrollment facts, fac-
ulty changes, academce developments and policy shifts Make
sure alumni have a 1eahistic and complete picture. In ths re-
gard, be sure to maintain current addresses for all alumny, 1n-
cluding those who did not graduate as well as those who did.
Report to alumni about the achievements of their fellow
alumni Inviate alumm to share their hives and views through
these regular alumnt publications When the alumni and the
school are well informed about each other’s programs and
actvities, each is strengthened

Topacal publications for alumnt include an alumni maga-
e andior newsletter Such a publication should be issued at
least quarterly Budget will dictate size, mymber of pages, use
of color, number of pages, etc,, but frequency and regularity
must be mamtained Quite often, a magazine or newsletter 15
used for communcaung with both parents and alumni

ERC ¢: 16 ”




Houw the
School
Sertes the
Alumni

An Annual Report 1s another useful publication Typically,
this contains a re-cap of progress and achievements mzde
during the year, recogmizes all donors by listing their names,
and outlines plans and dreams for the future

Send special reports to alumni from time to time. Reports
on the results of long range planning, evaluation and accre-
dutation, college placement results and special surveys are of
interest o alumni. So are reprints of significant speeches by
the principal and distingwished school visitors and of major
feature stories about the school which have appeared 1n loral

neEwspapers

Meetings and Special Events

Don't overlook the opportunities for telling the school's
story which abound 1n alumni Board meetings, special com-
mittee meetings, campus open houses, concerts, plays,
Alumni Day and Homecoming events, regional gatherings of
alumni in distant cities, convocations, retreats and work-
shups. dach meeting or special event a school sponsors
should be considered an opportunity to tell its story.

An Alumni Fund Phonathon is anothe,: ideal means to com-
municate news about the school Callers can be trained not
only to ask for money, but to share one or two new facts or de-
velopments about the school with which the person called
may not be aware This will also make the request for a gift
much more effective!

A school’s ongoing relationship with 1ts alumni 1s a two-
way street. What a school seeks from its alumni by way of in-
terest, involvement and investment 1s on one side, how the
school recogmizes 1ts continuing responsibility to the alumni
is on the other side. This other side—how the school serves
its alumni-—i1s often overlook. d

The school as a “Touchstone”

A school has an obvious responsibility to hold the othcial
record of a student’s performance and achievement. It keeps
transcripts on file. Beyond that, the school's Alumni Office
represents a valuable point of contact for alumni—a resource

17
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for alumni to use The Alumni Office should place a high
priority on keeping up-to-date addresses on all alumni, and
through these records, enable alumni to renew and maintain
contacts with former classmates and former teacl.ers At most
schools, the Alumni Office represents a valuable link for
alumni. This responsibility 1s a genuine service which
schnols must not shirk.

In keeping with this, an Alumni Directory is a genuine ser-
vice to alumni. The Directory lists current address and occu-
pation, with cross-references by class and geography. Some
schools 1ssue these every five years or so. It requires a good
record system and much more to publish a Directory There
are several private companies which publish directories for
schools offering a great savings to the staff.

Continuing Education

Education is a life-long process and education is whar
schocs provide. Opportunities abound for schools to offer
learning experiences to students long after their formal aca-
demic training is completed. Most schools have tremendous
resources in their faculty to provide worthwhile and needed
educauonal programs not only for their alumai, but for par-
ents, church members and the general public.

Some examples of continuing education programs for
alumni include

® special seminars on current events, politics, theclogy
and church affairs, economics, the arts, literature, etc.

® mini-courses on academic and non-academic subjects
alike, spanning a few weeks or a few months.

® study/travel tours to foreign countries, conducted by
teachers from the school faculty

® 1n-school lectures by visiting experts
® weekend and summer educational recreats
® special lectures and short courses on Alumni Day.

Cultural Enrichment

Most schools also represent a rich trove of artistic endeavor
to share with alumni. School musicals, plays, recitals, con-
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certs, art exhibats, literary magazines and lhturgical experi-
ences can be shared with alamni Some schools extend to
alumni the opportunity to participate in such events (1e¢ an
annual student-faculty -alumni play)

Athletic events are frequently of interest to alumni, and a
school should routinely mail sports sched. 'es to alumni,
along with an invitation t attend and information on how to
obtain tickets Booster Clubs give alumni the opportunity to
become actively involved if thev are so interested

Awards and Recognition

A good alumni relations program includes the recognition
of noteworthy accomplishments of individual alumni through
a regular program of honors and awards. Consider annual
awards for alumni who have made significant contributions to
society i general, to the Church or in their chosen profes-
sional field Consider also, awards to those alumni who have
rendered sigmhbcant service to the school through participa-
tion on committees, the Alumni Board, the Board of Trustees
and 1n other ways.

While fund raising from alumni comes quickly to mind
when a school reflects on how alumni can help the school,
aiumni represent a much broader and more significant re-
source of service to the school. In fact, if fund raising is the
prime focus of the alumni relations program, it will never
reach 1ts full potential. Non-fund rasing service and involve-
ment from alumni will complement and enhance fund raising
efforts

Student Recruitment

Alumni volunteers represent an important resource for re-
crunting good students for schools. Studies have shown that
prospective students quite often first hear about the school
from one of its “satisfied customers”—students, parents, or
an alumnus. While brochures, advertising and staff presenta-

.13




ERIC

Aruitoxt provided by Eic:

tions at feeder schools are helpful, there's no substitute for
referrals from a school’s alumni and friends

Each school should have a plan to involve 1its alumni ac-
tively 1n the recruitment program Some of the ways
alumni can serve include:

® Provide names of prospective students to the school.
® Talk about the school to their own children and to
other relatives, neighbors and friends

® Bring prospective students and their parents to the
campus

® Make suggestions to the admissions office about
schools to visit, teachers, coaches and staff to meet,
etc

© Help organize and assist with receptions, teas, parties
and talk sessions for prospective families.

¢ Telephone applicants and accepted students.
e Visit “feeder” schools on behalf of alma mater.
® Conduct admissions interviews.

Such involvement requires organization by the school’s
Alummn Director and Admissions Officer. Quite often this
might be set up through the Alumni Association with a
standing committee on Student Recruitment. Many of the
tasks call for special traiming of the alumni volun:eers as to
techniques and procedure But the results are well worth
the effort.

Serving Students

Many alumni enjoy contact with young people and wel-
come opportunities to work with the students at their alma
mater in appropriate ways The alumni of one school in a
iarge metropolitan area, for example, conduct an ongoing
program of taking groups of students to see the city's great
features—museums, cathedrals, architechtural treasures, city
government, business and industries Alumni plan and make
all the arrangements for these outings—one thing which the
school would simply never be able to do on its own.

Career orientation and explor2tion is another service to
studeats. Your alumni represent vast resources in this area,
and it is not difficult to recruit alumni to come to the campus

0! 20
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for a “Career Day" (0 share their experiences with st lents.
Alumni will also agree to be availaole for meetings in their
place of work for turther consultation, and to even arrange
student internships and work experiences for students.

For boarding schools, local alumni can enrich the life of
boarding students through a “Host Family” program. Alumni
families “adopt” a student and become a Jocal friend. They in-
vite the student into their home for meals and social tiraes, go
on weekend outings, movies, shopping trips, etc.

Alumni also must help 1n the orientation of students as to
their responsibilities as alumni. Loyal alumni are created
when they are students, and each school should have a strat-
egy for indoctrinating students about the valuable role alumni
play in the life of the school. Some Alumni Associations an-
nually sponsor a dinner to honor the Senior Class and wel-
come them into the Alumni Association.

Administration and Management

While a school doesn’t want alumni volunteers involved in
the day-to-day operations and management of the school,
alumni can bring their expertise to bear in a nurber of ad-
ministrative areas. Perhaps the greatest of these is in the area
of long range planning. The views and perspectives of alumni
are valuable, and they have much 1o offer in evaluating, plan-
ning and carrying out future plans of the school:Be sure to
include them on the overall Long Range Planning Committee
as well as the various Sub-Committees in such areas as fi-
nance, enrollment, religious life, student activities, acadernic
program, development, guidance and counseling, etc.

Alumni should serve on a school’s lay Board of Trustees,
other Advisory boards, special committees and task forces as
well as the Development Council. One school has set up
Alumni Visiting Committees. These are groups of alumni or-
ganized around areas of expertise and interest in such fields
as science, mathematics, religion. They visit the academic de-
partment of the school, meeting with teachers, students and
administzators. Their purpose is not to evaluate or grade the
department, but to stimulate the school 1o self-examination of
goals, objectives and means.
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He'ping in the Develcpment Program

A successful development program has its basis 1n the
alumni constituency Beyond the gifts which alumni make to
the various fund raising programs, which vill be discussed
next, alumni can serve the development goals of the school in
several ways

Alumni are excellent persons to help communicate the
school's purpose, plans and goals to the appropriate publics.
Those within and outside the Church constituency must have
a keen awareness of the < -hool, and alumni are in key posi-
tons to inform, interpret and influence others.

Alumni can assist with the planning of fund raising pro-
graiis in ar.wal giving for current operations, in special cap-
ital efforts for special projects (scholarships, equipment, li-
brary resources), in major campaigns for new buildings and
endowment and in estate planning programs which provide
gifts to the school through wills and trusts. )

Alumni can help the school identify; involve, cultivate and
solicit prospects for major gifts to the school, including indi-
viduals, corporations and foundations This 1s perhaps the
greatest area of need, and also the area in which alumni are
most qualified to be of assistance to the school.

“und raising programs at educational mnstutons are
deeply rooted in alumni support. Strong alumni giving stim-
ulates and is fuidamental to support from parents, local busi-
nesses and cornorations, found itions, individual friends,
<church groups and the many other publics. If those who stand
to gain the most from 2 school’s growth and strength don't
support the school, why should anyone else? This reasoning
underlies alumni fund ruwsing program at schools, colleges
and other types of educational institutions

There are four phases of a comprehensive fund raising
program among alumns which should be carried on simulta-
neously These are:

® The Annual Fund for current operations, which seeks

broad participation e4cl: vear o undergrid the educa-
tional program. A:nual Fupds are synonymous with
alumni; in fact, the /Annual Fund was first called the
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Alumni Fund—m the earhy vears, alumni were the only
prospects solicited  (The first such fund was started n
1890 at Yale University')

The effort to seek out alamni with special mterests who
mav aid i various projects through gifts i moderate
amounts or who will build personal funds for special or
general purposes of the school

Bringing major capital objectives to fruiuon by cultivat-
ing those alumni prospects able o provide the large
gifts necessary tor such purposes From unme to tme this
mav ivolve an intensive solicitation effort for a single
capital progect, such as a new building,

Showng alumni how they can, with sound personal es-
tate planning, provide for the school’s long term finan-
cial strength through a bequest, charitable trust, gift an-
nuts, gift of hfe insurance or some other form of
deferred giving

Certan fund rassing elements apply to all of these phases of
support Make sure that your annual plan of action for fund
rasing from alumni includes

clearly defined goals for each phase, in terms of dollars
to be raised, percentage of participation, class goals,

a schedule of fund raising mailings, particularly for the
Annual Fund. Include personalized and mass-produced
letters, brochures, LYBUNT apoeals, renewal letters,
honor rolls and honor roll proof sheets,

alumni phonathons, whereby a team of alumni callers
meets to telephone every alumnus with an appeal
support the school;

personal solicitation calls—face to face—on top alumni
prospects by alumni volunteers and staff Really big gifts
will only come through personal cultivation and contact;
a strategy and procedure for identifying, rescarching
and bringing nto a closer relationship with the school
those alumni who can make major gifts to the school;
class representatuves or agents, representing cach
alumni class, who head up solicitation of their class-
mates 1n the Annual Fund and for special projects Every
five or ten vears, a class should be mobilized by the
agent to make a spectal Reunion Gift to the school, as a
part of the Annual Fund or for a special purpose identi-
fied by the class. At some schools, there is a separate Be-
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guest Representative, who promotes trust and beqﬁesn
gifts among classmates,

€ special events to cultivare and recognize donors, partic-
ularly major donors  including luncheons, dinners, re-
ceptions, invitations to concerts and lecturers, open
houses;

® . specific calendar or timetable for the vear, which is
carefully mapped out in detail, and followed slavishly by
staff and volunteers

Appproaches to alumii should focus on the school’s
strengths—what 1t 1s doing for students today and how it
proposes to serve future generations of students. Appealc
constructed on the basis thac alunuri didn't fully pay for
their education, and that they have a moral obligation to
contribute, are not terriblv productive and are often offen-
sive Alumm will give because they believe 1n the school,
are grateful for what 1t has donz and 1s doing, and because
they want it to grow and prosper, not because of an implied
debt

(Also see Annual Fund/Estate Planning, another 1n this
senies of booklets published by the National Catholic Edu-
cational Association. )

Alumni like to return to the school and renew old acquaint-
ances, as well as to learn about new developments. A1, effec-
tive alumni relations program provides several events an-
nuzlly for the enjoyment and edification of alumni.

Alumni Weekend or Homecoming

Each vear, usuzlly 1n he fall, many schools organized a
dav-long or weekend program of activities for alumni. Alumni
Weekend or Homecoming provides alumni the opportunity
to restore friendships with former classmates, visit again with
former teachers, tour and view the campus, “relive” forme;
day s and gain insight into today’s students and the challenges
facing the school in the immediate future. A sample schedule
for an Alumni Weelend appears in Appendix D.
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Class Reunions

The occasion of a reunion (usually on a multiple of every
five years) will draw alumni together 1n great numbers. To
maximize the impact and benefit to the alumni relations pro-
gram, the school’s Alumm Director should provide strong
leadership in coordinating the plans, helping with the ar-
rangeinents and promoting the reunions If all the reun.ons
can be held on the same weekend, large group events can be
arranged which will enhance the expenence for all alurani
significantly Sometimes these are arranged on Alumni Week-
end This makes a big weekend for the school staff, but 1. is
well worth it.

Bach reuni- 1 class shou'd have a Class Reunion Chair-
person, recruited at lcdst a year in advance, wno heads up
a small committee from the clas » to plan the reunion. This
committee wriies letters promoting the reunion (at least

ree or four during the year priot to the reunion), with
each successive letter lis'ing the names of those who have
indicated they will be av.ending The committee should
also telephone classmates nearer the reunion date as a final
reminder. The Reunion Committee makes reunion party
plans and arrangements, working closely with the Alumni
Director and coordinating them with plans the school is
making

Class reunion gifts should be promoted by the school,
working with a class Reunion Gift Chairperson, who works
in concert with but separate from the Reunion Committee
itsclf, so that the reunion does not take on the aura of a
fund raising venture

Regional Gatherings

Schools having conceritrations of alum.i in cities and re
gions distant .rom tne can.pus should organize annually a
dinner, reception, summer picnic or sorne other event to
drav/ alumai together,. Typically, the Principal would attend,
bringing school greetings and news of current developments.
Several teachers, particularly i":n<e known by the alumni, add
to the success of the occasion. For alumni who live far from
the school, and for whom Alumni Weekend attendance is dif-
ficult, regional gatherings are a good substitute.
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A Ical alumni host commuttee should be in charge of the
local arrangements, making phone call> and receiving reser-
vations. The s<hool’s Alun ni Director coordinates the date,

prepares invitations to be sent from the campus, aind arranges
for the speaker(s) from the school

Young Alumni Activiiies

Mindful that alumni loyalties must be developed early,
more and more schools are developing social programs for
young alumni—those still in college. These include special
activities scheduied during Alumni Weekend, parties or re-
ceptions during hristmas vacation or Easter break, and
alumni/varsity sports contests (basketball, football, soccer).
All are aimed at helping the alumnus realize that the school
continues to be a valuable force 1n the life of the alumnus.

Anniversaries and Special Events

Alumni shoulc “e invited to school anniversaries and Foun-
ders’ Day celebr' .ons. Special anniversaries such as the 50th,
75:h, 100th, 125th, etc should have a special focus and are a
good way to involve and revitalize alumni interests in the
school

Also, don't forget to 1nvite alumni to the various special
evers typically organized by parents each vear. Many alumni
enpy attending and supporting auctions, fairs, bazaars and
simular events

Good records of alumni ensure the efficient operation of
an alumm program, and the Alumni Director should place a
hish priority on the accuracy and comprehensiveness of the
alumni record keeping system

There are many different procedures and systems for
keeping address and biographical mformation on alumni.
With the popularity, availabtlity and affordability of micro
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computers, the alumnt office at even a very small school can
develop and mamntan an efficient record svstem

Records exist o be used Many schools waste hundreds of
hours on record keeping systems which are not workable
There are three simple rules for streamhining your records
operations:

® keep all the information vou need

® keep no more than yvou need

® keep 1t in one place

Once you begin keeping records on an alumnus, the per-
son 18 not just a name on a file card, but a person who 1s po-
tentially capable of investing heavily i the school The more
nformatr  you have about a prospect, the better vour
chances are of bemng able to reach dhat person effecuvely

Research A. amni

Periodic alumnr questionnaies are a good way to gain
basic biographical information about alumm To ease the flow
of work for the office, vou might establish a program of send-
ing questionnaires * every reunion class each vear This way,
each alumnus’ record 1s updated every five vears. And,
alumni are much more apt to return questionnaires when
they are a part of the class reunion process. A sample alumni
questionnaire is included in Appendix E.

Alumni with leadership potential or who are major donor
prospects warrant additional research Much information is of
a public nature. Reference works such as Who's Who, Stand-
ard and Poors, Forture and Forbes magazine directories, so-
aal registers, regional business and general circulation mag-
azines and newspapers are helpful. All can be found in most
public libraries.

On an informal basis, the Alumni Director should periodi-
cally meet with people who have access o needed informa-
tion and people who have access to and contact with many
other people. Kev alumnt of the school will usually be glad to
share infomration when they understand the importance of
researching in helping the school reach its goals Local pas-
tors and other church leaders will frequently be helpful in
this manner if invited to do so.
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Conclu- The fundamental purpose of an alumm relations program
15 to create and nourish an active alumm interest in and un-
derstanding of alma mater and of the role of Catholic educa-
tion 1n a free sociens Alumnn are withing and ready ¢ be m-
volved in the advancement of the schools, for they are the one
“public” with the most to gam from the school’s growth and
prosperity and the one with the most to lose from the
school's failure _

Alumni refanons 1s an mtegral part of the comprehensive
development program of the school which has three princi-
pal objectivs

sion

e To build public awareness and acceptance of the mis-
sion, ams and goals of the school,

e To attract voluntary financial support for current opera-
tons, capital growth and long term financial avarlabality;
and

o To attract the numbers and types of students who can be
best advantaged by the school's educational program.
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Tips for Utilizing Alumni Volunteers
Effectively

1

(%]

0o

Indoctrinate the alumnus 1in the tuncuons and objectives of
the school and the facts about its operations An unin-
formed volunteer cannot posstbh be an effective ambas-
sador

Define the 1ole cleark, so that the volunteer knows what 1s
expected and how the job fits into the overalt development
program

Provide the volunteer wath the tools needed to do the job,
includimg good written mstructions, printed matenials, re-
ports, background material and nformation that 15 com-
plete, accurare and up-to-date

Emplov every means possible to utthize the volunteer's
ume ctticiently, such as giving advance notice of meetings
and taking care to mahe all meeungs and other time de-
mands to the pomt and worthwhile

Keep the alumnts continuousty mformed through regular
contacts, minutes of meetngs and regular progress re-
ports, both on the area in which the volunteer s working
and upon other areas refated to the welfare of the school,
Recognize the importance of the volunteer’s service
through appropriate expressions of apprectation, mviti-
tons to campus events, Cte
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Sample Alumni Association By-Laws

ARTICLE I
Name

The name of this orgamization shall be the XYZ High
School Alumni Association

ARTICLE 11
Purposes

The Associati  is organized for the purpose of organiz-
ing the interest and resources of members of the Associa-
tion 1n support of the educational program of XYZ High
School; to keep alumni informed of the activities and pro-
gram of the School and to serve alumm following gradua-
tion; and to act as an organization for the mutual exchange
of ideas between the Association and the School

ARTICLE 11
Membership

Active membership shall consist of

A. Holders of a diploma from XYZ High School

B Students who pursued courses feading to a diploma,
but who did not graduate

Honorary memberships shall consist of selected non-

alumni from the following groups:

A Members of the Faculty

B Members of the Board of Education

C Officers of the Admmistration

D O.hers who by reason of therr assistance, support and
adwice to the School and the Association are elected to
membership by the Board of Directors.

ARTKILE 1V
Directors

The Alumni Association shatl be governed by a Board of
Directors which shall consist of twenty -four alumni
c!octed by the Association at its annual meeting. Each
member shall be elected for a term of three vears and
the terms shall be so staggered that each vear eight new
members witl be elected by the Association Vacancies
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shall be fitled by a majorits of the remamming members
of the Board for the unexpired portion of the term

2 The Board of Directors will meet not less than four
times cach year and shall consider the program of the
Association and establish goals for carrving ‘orward the
work of the Association

A quorum of the Board of Directors shall consist of 13
members of the Board

Ofticers of the Association will be elected by the Board
of Directors for a term of one vear

ARTICLE V
Executive Secretary /

1 The Executive Secretary shatl be appointed by the
School and shall be an ex-officio member of the Goard
of Directors of the Alumm Assocation ( The Executive
Secretary shall also serve as Alumm Director for the
School )

ARTICLE VI
Officers of the Association

I The officers of the Association will be President, Vice-
Presv!':nt, Secretary-Treasurer

tw

The officers of the Association shall serve from July 1
through June 30 of cach yvear

ARTICLE VII
Duties of Officers

I' The President will preside at all meetings of the Board
of Directors and the Alumni Assoctauon and will ap-
point the Committees responsible for the mamntaining of
haison and communication between the Association and
the Admuustrative Ofticers of the school

t~

The Vice-Pre sident will serve in the absence of the Pres-
ident and will perform such other duties as would be
helpful in maintaming a strong and effective Alumnt As-
SOCIAtoN,

3 The Secretary-Treasurer will take minutes of all Board

Meetings, Meetings of the Association, will furnish a re-
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cord of such Mimutes to the Alumni Director and will
handle Association funds and bank accounts. 1t such ex-
st trom time to ume

ARTICLE VI
Committees

There shall be seven standing Commuttees of the Board.
Non-Board members may serve on these commattees,
but a majonity of the membership shall be Board mem-
bers Additional committees may be established as
needed

Alumni Fund Committee—The Alumni Fund Commit-
tee will be responsible for the organization of the
alumni of XYZ 50 as to obtain annual contributions to
the Alumni Fund and to assist XYZ 1n such other cam-
paigns for funds as may be necessary from time to time,

Student Recruitment Committee—The Student Re-
cruttment Commuttee will develop a program so as to
explain to prospective students the type of education
which mav be obtained at XYZ, 1y orgamize the alumni
for the purpose of assisting 1n obtaining adequate num-
bers of students of the quality and character desired by
XYZ, and, to assist the school Administration in main-
taning a continuing recruitment program
Communication Committee—The Communication
Commuttee wall aid the staff in reviewing and planning
alumni publications throughout the vear, in communi-
cating the storv of XYZ to newspapers, radios, television
and the public and work with the School Development
Othce m obtaining a continuous flow of news and infor-
mation concerning the activities of XYZ.

Records and Recognition Committee—The Records
and Recognition Commuttee will assist in maintaining
aceurate and up-to-date records of all alumni and the
achievements of the alumni of XYZ. Annually, the Com-
mittee will recommend outstanding alumni to the
Board of Directors to receive the Distinguished Service
Awards for service to their profession, community and
serviee to the school. The Committee will keep a record
of all outstanding alumni and seck advise and sugges-
tions from members of the Association regarding poten-
tial alumni who should be recognized for their service.
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6 Reunion Weekend Committee—The Reunion Weekend

Committee will work with reunion vear classes 1n coor-
dmaung reunion acuvites, plan general actwvities for all
alumni and assist wath arrangement.. for Alumni Week-
end and siular events

Nominating Committee—The Nominating Committee
will prepare a hist of candidates willing to stand for elec-
ton to the Board at the annual meeting This list will be
presented to the Board for approval at least two months
prior to the Annual Meeting

Executive Committee—The Executive Committee will
be comprised of the officers of the Association, »lus all
standing Committee Chairpersons The Executive Com-
mittee shall meet on call to transact such business as
may need action between Board members. Any action
s0 taken must be ratified by the Board at its next regular
meeting

ARTICLE IX
Meetings

The Alumni Association shall meet annually or on re-
quest of a majority of the Board of Directors At special
meetings, only those items specified 1n the call for the
meeting shall be transacted

ARTICLE X
Association Year

The hscal vear of the Association will begin on July 1
and end on June 30 of each vear

ARTICLE X1
Amendment of By-Laws

The By-Laws mav be amended by the affirmatve vote of
two-thirds of the members present at any annual or spe-
cral meeting of the Association
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Description for an Alumni Director

The following are the primary responsibilities of the Alumni

Drrector of XYZ School

1 To function as a part of the Development Office and re-
port administratively to the Director of Development.

2 To serve and work with the Alumni Association Board of
Directors.

3. To serve the Commuttees of the Alummi Association and
keep them well informed.

4 To maintain and keep up-to-date the records of the
alumni of the School. These will be maintained by class,
geographical area, alphabetically, and by zip-code area.

5 To locate lost alumni.

6. To bring potential prospects for gifts to the attention of
the Director of Development.

7 To serve as editor of the Alumni News, and assist with the
writing of the Alumni Bulletn.

8. To help plan special events for the Alumni.

9 To help the School more effectively serve the Alumni

10 To assist with the Alumm Fund as requested by the Direc-
tor of Development.

11. To secure from the Director of Development information
on alumni gifts—this will be used to up-date the gift in-
formation on the alumni cards

12 To write, for the Principal, thank you letters to alumni do-
nors.

13 To handle additional correspondence with the alumni.
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100-500p m
6.30-830pm

8302

9:00-500p m
9:30-1100am

1100-i 30 p.m

130-200p m
2:00-400pm

430-730pm

8:00p m

8:30-930am
930-1030am
11:30-100p m
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Sample Alumni Weekend Schedule

Friday

Alumni Weekend registration, central campus location Alu.nni tours
of campus facilities, conducted by student tour guides

Alumni recepuon for all alumm (on campus or at restaurant or ban-
quet hall)

Class reunion parties at specified locations (homes of alumnu. res-
taurants, on-campus. etc ) for classes celebrating Sth, 10th, 15th, 20th,
25th, 30th, 35th, 40th, 45th, and 50th reunions

Saturday
Alumni Weekend registration continues
“Meet the Faculty™—attend abbreviated class presentations by some
of XYZ School's outstanding teachers The agenda

“Forecasts of the Economy for 1990

“Modern Art and the High School Studert”

“Introduction to Computers for Adults”

“Heroes in Amencan Literature”

“Space Technology and the Modern Home™
Principal’s Brunch--join with other alumni and XYZ teachers for
brunch and learn about the state of XYZ High School today Erer-
tainment by student musical groups.
Class reunion photographs. Don't be left out of your historic photo!
Choose an activity according to vour interest
® campus tour conducted by students
o girls varsity soccer game, with ABC School
® more remimiscing with vour classmates
® coffee hour with teachers 1n John Doe Lounge
® physical science experiments by students i the science lab
Alumni Weekend Barbecue—meet all vour friends for an informal
barbecue on South campus Annual Alumni Merit and Service
awards for outstanding alumni will highlight a brief alumni pro-
gram Reunion Classes will be seated together and will be honored
at this ume
XYZ football game on the school field The Wildcats will take on the
ABC Mudrats

Sunday

Conunental breakfast for Ak:inm, John Doe Lounge
Alumni Mass, s.hool chapel

Farewell luncheon

¢ 36
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A XYZ High School Alumni Survey

Appendiy
DATE

i TOUR NAME CLASS

ADDRESS

(Number Street or Avenue tGin) (State) (Zip)

] MARITAL STATUS (circle one)

MARRIED SINGLE WIDOWER DIVORCED REMARRIED

IF MARRIED ALI'MNA, PLEASE GIVE YOUR MAIDEN NAME

1 WIFE OR HUSBAND'S FULL NAME IF NOT AN ALUMNU'S
Did spouse sttend XYZ High School?Yes [J No [J
Graduae’Yes [J Year— __ No [

v YEARS YOU" ATTENDED XYZ HIGH SCHOOL? from o
Graduated Yes [J No [J
If non-graduate, please fist school(s) atended and vear graduated

from to Graduated —__ (vear)

from to -—Graduated —_______ (vear)

AY COLLEGES AND/OR UNIVERSITIFS ATTENDED DEGREE YEAR MAJOR
(Include undergraduate, graduate and/or professional schools even if degrees were not
euned)

Academic honors What and Where?

Vi CHILDREN (naines and birthdates)

VII RELATIVES who have attended XYZ High schoul (please indicate relationship © vou, their
class and school)

ERIC 37
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Vi

IX

Xil

X

WHAT 15 YOUR PRESENT OCCUPATION/PROFESSION?

If emploved by firm, give name

What 15 vour position or ttle?

Business address and phone

If reured, give former occupation or profession and date of reurement

PLEASE LIST ANY MEMBERSHIPS. HONORS, OR DISTINCTIONS that have come to you since
vou left school  public. business, cvic, fraternal, published writings, scienufic, malnary, re-
hgious, and other

NAME OF PRESENT PARISH

CURRENT ITEMS OF INTEREST

NAMES AND ADDRESSES of two friends who will alwavs have vour correct address

YOUR PARENTS' NAME AND ADDRESS

38
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Suite 100, 1077 30th Street, N.W.
Washington, D.C. 20007-3852

(202) 293-5954
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