XXXXXXXX School

Activity Details Checklist (Sample)

	Activity 
	
	Date
	

	Teacher in-charge
	
	Time
	

	Target / No. of students
	
	Place
	


	Due Date
	(
	Items
	Arrangement
	Teacher in-charge
	Remarks

	
	
	
	Principal’s endorsement on the activity proposal
	
	

	
	
	
	Contact the learning site, activity and route design, prepare the contents of the learning and the detailed programmes
	
	

	
	
	
	Equipments for study
	
	

	
	
	
	Activity budget
	
	

	
	
	
	Activity advertisement
	
	

	
	
	
	Issue the notification to parents and police
	
	

	
	
	
	Site pre-visit (if necessary)
	
	

	
	
	
	Print and issue the related information or leaflet
	
	

	
	
	
	Alternative arrangement
	
	

	
	
	
	Collect the activity reply slip and activity fee
	
	

	
	
	
	Briefing session for teachers (including job allocation)
	
	

	
	
	
	Briefing session for students and parents volunteer
	
	

	
	
	
	Emergency phone no. of students, parents and teachers
	
	

	
	
	
	First aid kits and telephone no. for emergency rescue
	
	

	
	
	
	Strategy and tools for evaluation
	
	

	
	
	
	Debriefing and feedback collection
	
	

	
	
	
	Acknowledgement
	
	

	
	
	
	Meeting for evaluation and follow-up
	
	

	
	
	
	Others:
	
	

	
	
	
	
	
	

	
	
	
	
	
	



