[image: ]Student Recruitment & Enrollment
Academy Design Team (ADT) Meeting Agenda & Action Plan
	Date:
	[Click to add date]	Time:
	
	Duration:
	60 minutes


	Academy:
	

	Attendees:
	



Meeting Purpose
Plan an open enrollment process, recruit a strong first class, and create a learning environment where every student feels supported.

How to Use this Agenda
Use the guiding questions to help your team plan open choice enrollment, set a recruitment target, and plan how the academy will support each student.

Readiness Check-In
1. Has the ADT confirmed the course registration window for the Launch Year?
☐ Yes  ☐ No — check with the school counselor before this meeting.
If confirmed:
Registration deadline: [Click to enter a date]

Before the Meeting
Review the Student Recruitment & Enrollment section of the YOP Guide, the Student Recruitment Guide, and the Enrollment & Recruitment Plan Template. Bring your district enrollment policy and current school demographic data. Come prepared to discuss enrollment, recruitment, and student support.

ADT Meeting
1. Establish Open Choice Enrollment
0:00–0:15
1.1.a Strategic Action (Evidence resource: Enrollment & Recruitment Plan Template)
Discuss
· Can the ADT confirm there will be no enrollment requirements based on GPA, test scores, attendance, special needs, disciplinary record, or other exclusionary practices?
· How will students choose to join (e.g., interest form), and what are the key enrollment dates?
· If more students apply than there are seats, how will students be selected (e.g., a lottery)?
· How will the ADT confirm that enrolled students reflect the school's student population?
· How will the academy recruit underrepresented students and support them once enrolled (e.g., intervention programs, multilingual learner services, IEP/504 plans)?
Decide
	· Enrollment process:

	· Selection method if seats are limited:

	· How enrollment will be reviewed:



	Action
	Assignee
	Due Date
	Evidence

	Document the open choice enrollment process
	
	[Click to Add]	[Enrollment & Recruitment Plan Template]





2. Develop a Student Recruitment Plan
0:15–0:30
1.1.b Strategic Action (Evidence resource: Enrollment & Recruitment Plan Template
· Which grade levels will the academy serve, and what is the enrollment target for each (at least 20 students per grade level)?
· Who needs to hear about the academy, and which recruitment strategies (at least two) will reach them?
· What are the key recruitment dates and enrollment deadlines, and who will lead each activity?
· How can current students, alumni, and partners help recruit?
· How will the ADT track enrollment and adjust outreach if targets aren't met?
Decide
	· Grade levels served and enrollment target:

	· Recruitment lead(s):

	· Key recruitment dates and deadlines:



	Action
	Assignee
	Due Date
	Evidence

	Finalize the recruitment plan and calendar
	
	[Click to Add]	[Enrollment & Recruitment Plan Template]



3. Create a Personalized Learning Environment
0:30–0:45
1.2.a Strategic Action (Evidence resource: Personalized Learning Environment Template)
Discuss
· How will academy learning connect to students' interests and goals?
· How will students build relationships and a sense of belonging (e.g., advisory, academy events)?
· How will the ADT track each student's progress toward college and career goals?
· Who will be part of each student's support network?
Decide
	· Belonging strategies:

	· Progress tracking method:

	· Student support network:



	Action
	Assignee
	Due Date
	Evidence

	Complete the Personalized Learning Environment Template
	
	[Click to Add]	[Personalized Learning Environment Template]



4. Plan a Launch Year Orientation (Recommended)
0:45–0:50
Discuss
· When will the orientation take place, and who will lead it?
· How will students and families learn what to expect from the academy?
· How can current partners or student ambassadors take part?
Decide
	· Orientation date and lead:



	Action
	Assignee
	Due Date
	Evidence

	Plan the Launch Year orientation
	
	[Click to Add]	[Recommended – no evidence required]





5. Strategic Action Progress
0:50–1:00
Capture decisions made during the meeting and any needed follow-up. Add an owner and due date for each action.
	Strategic Action
	Status
	Assignee
	Due Date

	1.1.a Open Choice Enrollment
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.1.b Student Recruitment Plan
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.2.a Personalized Learning Environment
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	Launch Year Orientation (Recommended)
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]


Before You Finish
☐ Every outstanding action has an assignee.
☐ Every outstanding action has a due date.
☐ Required evidence has been identified.
☐ Evidence is saved or will be saved in the designated location.
☐ The Action Plan has been updated.
Meeting Notes / Decisions
	· 

	· 


Next Steps
Use the YOP Guide and Action Plan to continue the work. Return to this agenda or section as needed. 
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