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Chan Sui Ki (La Salle) College
ECA Section
Club Report
20__ - 20__
Name of Club/ Society:
______________
Date of submission:
______________

Reminders
* Handwritten copies are not accepted.

* Please supply additional sheets if there is not enough space.
  A.   Basic Information
	Teacher Advisor(s):
	


	
	


Committee Members:

	Post
	Name in English
	Class
	Class No.

	Chairman
	
	
	

	Vice-chairman
	
	
	

	Secretary
	
	
	

	Treasurer
	
	
	

	Committee members
	
	
	

	
	
	
	


	Total number of members (committee members AND general members):
	______ people

	Membership fee:
	$____/ person



	Total membership fee:
	$____ x ______ people = $______




B.   Meeting Record
Committee Meeting (At least 4 meetings per school year)
	Period
	mode (online/ face-to-face)
	Date of the meeting

	first term 
(from Sep to Jan)
	
	1. 

	
	
	2. 

	second term 
(from Jan to May)
	
	3. 

	
	
	4. 


General Meeting (At least 1 meeting per school term and 2 meetings per school year)
	Period
	mode (online/ face-to-face)
	Date of the meeting

	first term
(by mid-Nov)
	
	1. 

	second term
(by end-Feb)
	
	2. 


  C. Activity Record  
Club activities

	Activities organised

(at least 3 per year)
	Actual date
	Type* 
	Mode (online/ face-to-face)
	first term (please ✔)
	second term (please ✔)

	e.g. A visit to the Hong Kong Museum
	13/11/2018
	visit
	face-to-face
	✔
	

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	


*Type of activities (e.g. party, gathering, talk, course, training, exhibition, competition, visit, camp, excursion, social service, etc.)
Post-exam activities 
	Activities organised (at least 1)
	Mode (online/ face-to-face)
	Actual date

	e.g. A visit to the Science Park


	face-to-face
	2 July 2019

	1. 
	
	

	2. 
	
	


D1.   Attendance Record of Committee Members
✔ = Present

	
	Name
	Class
	Class No.
	Attendance

	
	
	
	
	Committee

meetings
	General

meetings
	Activities
	*Requirement fulfilled ✔/ 
Requirement not fulfilled X

	
	
	
	
	1st
	2nd
	3rd
	4th
	1st
	2nd
	1st
	2nd
	3rd
	4th
	5th
	/

	e.g.
	Chan Tai Man
	5D
	28
	✔
	✔
	✔
	✔
	✔
	
	✔
	✔
	
	✔
	✔
	✔

	e.g. 
	Wong Siu Ming
	4D
	18
	
	
	✔
	✔
	✔
	✔
	✔
	✔
	✔
	✔
	✔
	X

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


* A committee member must fulfill the following requirements:

(a) attend at least 1 general meeting

(b) Attend more than half of the committee meetings (e.g. 3 out of 4 meetings)
	Signatures:
	
	
	

	
	Chairman
	
	All Teacher Advisors


D2.   Attendance of General Members
✔ = Present

	
	Name
	Class
	Class No.
	Attendance

	
	
	
	
	General

meetings
	Activities
	*Requirement fulfilled ✔/ 
Requirement not fulfilled X

	
	
	
	
	1st
	2nd
	1st
	2nd
	3rd
	4th
	5th
	/

	e.g.
	Chan Tai Man
	5D
	28
	✔
	
	✔
	✔
	
	
	✔
	✔

	e.g. 
	Wong Siu Ming
	4D
	18
	
	
	✔
	✔
	✔
	✔
	✔
	X

	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	


* A general member must fulfill the following requirements:

(a) attend at least 2 activities
	Signatures:
	
	
	

	
	Chairman
	
	All Teacher Advisors


E.   Financial Report
· Only report on items related to the club.
· There is NO need to mention subsidies.
	Description 
	Income (HK$)
	Expenditure (HK$)
	Balance (HK$)

	Balance forward (from last academic year)
	
	
	

	Membership fee collected 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Final Balance (HK$):
	


Signatures:
___________________
___________________
_____________________

Treasurer
Chairman
All Teacher Advisors

Appendix 1-1
Committee Meeting Record 1
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


Discussion Item 1

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)
___________________________________________________________________________

Discussion Item 2

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)
___________________________________________________________________________

Appendix 1-2
Committee Meeting Record 2
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


Discussion Item 1

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

Discussion Item 2

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

Appendix 1-3
Committee Meeting Record 3
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


Discussion Item 1

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

Discussion Item 2

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

___________________________________________________________________________

Appendix 1-4
Committee Meeting Record 4
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


Discussion Item 1

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

Discussion Item 2

___________________________________________________________________________

Decision(s)

___________________________________________________________________________

Follow-up (if any)

___________________________________________________________________________

Appendix 2-1
General Meeting Record 1
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


1. Introduce committee members to general members

2. Introduce teacher advisors to general members

3. Introduce the year plan
___________________________________________________________________________

___________________________________________________________________________

4. Decision(s)

___________________________________________________________________________

___________________________________________________________________________

5. Follow-up (if any)

___________________________________________________________________________

___________________________________________________________________________

  Appendix 2-2
General Meeting Record 2
	Date:
	

	Time:
	from __________ to __________

	Venue:
	

	Names of Committee Members Present:
	

	Names of Committee Members Absent:
	

	Teacher Advisor(s) Present:
	


1. Items discussed
___________________________________________________________________________

___________________________________________________________________________

2. Decision(s)

___________________________________________________________________________

___________________________________________________________________________

3. Follow-up (if any)

___________________________________________________________________________

___________________________________________________________________________

Appendix 3-1

Activity Evaluation 1
Name of activity: ________________________________
Date: ________________________________
Time: ________________________________
Venue: ________________________________
Number of participants:  _____ members and ______ non-members
Please put a ✔ in the boxes. (4 being the most satisfactory and 1 being the least satisfactory)
	Items to be evaluated
	4
	3
	2
	1

	1. Preparation
	
	
	
	

	      (i) time spent
	
	
	
	

	      (ii) division of labour
	
	
	
	

	      (iii) publicity
	
	
	
	

	      (iv) effectiveness of effort
	
	
	
	

	2. Activity
	
	
	
	

	      (i) response of participants
	
	
	
	

	      (ii) effectiveness of fulfilling the aim(s)
	
	
	
	

	3. Communication
	
	
	
	

	      (i) among committee members
	
	
	
	

	      (ii) between committee members and teacher advisors
	
	
	
	

	      (iii) between committee members and participants
	
	
	
	

	4. Budget
	
	
	
	

	      (i) total expenditure was appropriate
	
	
	
	

	      (ii) allocation of budget 
	
	
	
	


5. Would you consider the activity successful on the whole? (please ✔)

	
	yes
	
	
	no
	
	


6. Do you suggest an activity of similar nature be held next year? (please ✔)
	
	yes
	
	
	no
	
	


7. Aim(s) of the activity
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
8. Problems encountered
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
9. Suggestions for next year
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
10. Any other comments
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Photos (a minimum of 3 Photos):


[image: image1]

[image: image2]

[image: image3]
Appendix 3-2
Activity Evaluation 2

Name of activity: ________________________________
Date: ________________________________
Time: ________________________________
Venue: ________________________________
Number of participants:  _____ members and ______ non-members
Please put a ✔ in the boxes. (4 being the most satisfactory and 1 being the least satisfactory)

	Items to be evaluated
	4
	3
	2
	1

	1. Preparation
	
	
	
	

	      (i) time spent
	
	
	
	

	      (ii) division of labour
	
	
	
	

	      (iii) publicity
	
	
	
	

	      (iv) effectiveness of effort
	
	
	
	

	2. Activity
	
	
	
	

	      (i) response of participants
	
	
	
	

	      (ii) effectiveness of fulfilling the aim(s)
	
	
	
	

	3. Communication
	
	
	
	

	      (i) among committee members
	
	
	
	

	      (ii) between committee members and teacher advisors
	
	
	
	

	      (iii) between committee members and participants
	
	
	
	

	4. Budget
	
	
	
	

	      (i) total expenditure was appropriate
	
	
	
	

	      (ii) allocation of budget 
	
	
	
	


5. Would you consider the activity successful on the whole? (please ✔)

	
	yes
	
	
	no
	
	


6. Do you suggest an activity to fa similar nature be held next year? (please ✔)
	
	yes
	
	
	no
	
	


7. Aim(s) of the activity
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
8. Problems encountered
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
9. suggestions for next year
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
10. Any other comments
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Photos (a minimum of 3 Photos):


[image: image4]
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[image: image6]
Appendix 3-3
Activity Evaluation 3

Name of activity: ________________________________
Date: ________________________________
Time: ________________________________
Venue: ________________________________
Number of participants:  _____ members and ______ non-members
Please put a ✔ in the boxes. (4 being the most satisfactory and 1 being the least satisfactory)

	Items to be evaluated
	4
	3
	2
	1

	1. Preparation
	
	
	
	

	      (i) time spent
	
	
	
	

	      (ii) division of labour
	
	
	
	

	      (iii) publicity
	
	
	
	

	      (iv) effectiveness of effort
	
	
	
	

	2. Activity
	
	
	
	

	      (i) response of participants
	
	
	
	

	      (ii) effectiveness of fulfilling the aim(s)
	
	
	
	

	3. Communication
	
	
	
	

	      (i) among committee members
	
	
	
	

	      (ii) between committee members and teacher advisors
	
	
	
	

	      (iii) between committee members and participants
	
	
	
	

	4. Budget
	
	
	
	

	      (i) total expenditure was appropriate
	
	
	
	

	      (ii) allocation of budget 
	
	
	
	


5. Would you consider the activity successful on the whole? (please ✔)

	
	yes
	
	
	no
	
	


6. Do you suggest an activity to fa similar nature be held next year? (please ✔)
	
	yes
	
	
	no
	
	


7. Aim(s) of the activity
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
8. Problems encountered
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
9. suggestions for next year
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
10. Any other comments
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Photos (a minimum of 3 Photos):


[image: image7]

[image: image8]

[image: image9]
	Signatures:
	
	
	

	
	Chairman
	
	All Teacher Advisors


Appendix 4
Competition results (inside school)
	Name of competition
	Date of competition
	Name, class, class number of winner(s)
	Position/ Award/ Prize

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Competition results (outside school)

	Name of competition
	Date of competition
	Name, class, class number of winner(s)
	Position/ Award/ Prize

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 5
Evaluation Report of Interest Groups

Note: Teacher advisors should have thorough discussion before completing this report by the end of the school year.   

Part A

Number of sessions in the first term: _____
Number of sessions in the second term: _____

Number of committee meetings: _____
Number of general meetings: _____

Number of outside competitions members have taken part in: _____
Part B) Activities/ competitions organised
Internal
	Date
	Name of the activity/ competition
	Organiser(s)
	Number of students who take part in the activity/ competition

	
	
	
	

	
	
	
	


External

	Date
	Name of the activity/ competition
	Orgnaiser(s)
	Number of students who take part in the activity/ competition

	
	
	
	

	
	
	
	


Part C

Please rate committee members’/ students’ performance in the interest club:

	
	Strongly

disagree
	
	
	Strongly

agree

	(a) Student attendance is satisfactory. 
	1
	2
	3
	4

	(b) Student performance in satisfactory.
	1
	2
	3
	4

	(c) Committee members’ performance is satisfactory.
	1
	2
	3
	4

	(d) Service provider’s performance is satisfactory.
	1
	2
	3
	4

	(e) All learning objectives of the interest clubs have been achieved.
	1
	2
	3
	4

	(f) Students’ performance in outside competitions is satisfactory.
	1
	2
	3
	4


Part D
What are the areas of improvement for the interest club?
	


Would you recommend keeping this interest club in the following school year? Yes/ No
Name of Teacher Advisor: ________________

Signature of Teacher Advisor: ________________

Date: ___________________
