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Program Implementation Checklist

The following checklist will guide you as you implement your program plan and reach out to employers to invite them to participate. The key to creating a sustainable program is planning strategies from the onset to sustain future success.
X = Lead Role

√ = Support Role

	Design and implement an employer recruitment and retention strategy
	
	
	
	
	

	· Develop a mentor position description
	√
	√
	√
	X
	

	· Develop partnerships with other organizations to help recruit mentors
	
	X
	X
	√
	

	· Promote your program to raise community awareness and inspire employers to get involved
	
	X
	X
	√
	

	· Create a plan to nurture the school’s relationship with its mentors
	 X
	√
	√
	X
	

	Design and implement a resource development plan
	
	
	
	
	

	· Identify and prioritize program needs
	X
	X
	√
	√
	

	· Design a development plan to raise funds or solicit in-kind services or materials
	
	X
	X
	√
	

	· Partner with your Education Foundation
	
	X
	
	√
	

	· Assign specific development responsibilities to Leadership Team 
	
	X
	X
	√
	

	· Regularly track and report on progress
	
	
	
	X
	

	Design and implement a communications strategy
	
	
	
	
	

	· Set communications goals (public awareness, recruiting mentors, developing program resources) 
	
	X
	X
	√
	


Program Implementation Checklist (cont’d)

X = Lead Role
√ = Support Role
	· Assign someone to coordinate communications activities (i.e. project coordinator or communications specialist) 
	
	X
	X
	√
	

	· Create communications materials
	
	√
	√
	X
	

	· Create plan to get the word out to media and key community organizations
	
	X
	X
	√
	

	· Assign specific communications responsibilities to Leadership Team members 
	
	X
	X
	√
	

	· Create a plan and timeline for on-going communications about project
	
	√
	√
	X
	

	Evaluate program results and plan for sustainability
	
	
	
	
	

	· Implement process and student outcome evaluation plan
	
	√
	√
	X
	

	· Review evaluation results and create action plan to improve and sustain success of program
	√
	X
	X
	X
	

	· Create a plan and timeline to sustain success of project
	
	√
	√
	X
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