	Time Frame
	Activity
	Persons Responsible
	Date to be Completed



	December-January
	Decide on minimum number of AVID sections.


	
	

	December-January
	Develop student recruitment plan:

· Who will do recruiting

· Timeline for recruiting

· Selection criteria and information needed (ex. test data, GPA, discipline and attendance records, student application).
	
	

	January
	Identify potential pool of AVID students.
	
	

	End of January or February
	Organize meeting for students and parents to learn about AVID; set timeline for return of application. Invite other AVID students to be part of program.
	
	

	February
	Disseminate teacher recommendation forms. Allow one week for return of forms to AVID coordinator or counselor.
	
	

	February-March
	Schedule AVID classes into master schedule. If possible, coordinate classes with another school so that tutors may be able to work at both schools.
	
	

	February-March
	Conduct interviews in a quiet, private place.
	
	

	March-April
	Decide on your class participants. Send out acceptance/regret letters.
	
	

	April-May
	Welcome reception.


	
	

	August
	Check class assignments to be sure AVID students are scheduled correctly.
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