Club Annual Report  P.3



HKTA Tang Hin Memorial Secondary School

Annual Report for Club / Society 

Assessment and Nomination  for Outstanding Society Award (      -      )

Name of Club / Society 
:
_________________________    Number of member      :   ________

A)
Annual report :

1. 
Number of General Meeting (participated by > 60%  members) held this year : _____.


2.
Number of Committee Meeting held this year : _____.


3.
Summarize in the table activities held this year (Other than the meetings mentioned in 1 and 2 above) :

	Date
	Activity held
	No. of participant
	Teacher I.C.
	Expenditure

$
	Remarks

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	

	9.
	
	
	
	
	

	10.
	
	
	
	
	

	11.
	
	
	
	
	

	12.
	
	
	
	
	


B) Annual Financial Summary  :

	Income:
	
	Expenditure:

	1
	Balance B/F from last year



	$
	
	1
	Expenditure covered by participants
	$

	2
	Annual membership fee 
	$
	
	2
	Expenditure sponsored by club
	$

	3
	Other (pls state source):


	$
	
	3
	Expenditure sponsored by other sources (pls state):
	$

	4
	Total annual income
	$
	
	4
	Total anual expenditure
	$


Balance for the year:  Total income – Total expenditure: $  _____________________  
C)
Minutes of the Annual Evaluation Meeting


1.
Date & Time 
: _________________   Venue
: ____________________________

2. Attended by : 


Committee members: ________________________________________________________
 

Absentees: _______________________________________________________________

    



3.
Item discussed and Suggestions for next year:


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

Minutes taken by:   __________________        Chairperson:__________________

                                                          (                                  )                              (                                  )
D)
Outstanding Society Award

Objectives
The Award aims to acknowledge the outstanding performance of clubs and societies.   It seeks to award student committees that demonstrate commitment and accomplishment to the satifaction of the advisors and the ECA committee .
Entry and Assessment

Teacher Advisor may nominate the student committee for the Outstanding Society Award at the end of the year.  The performance of the working committee will be assessed by the ECAC.  However, Teacher advisor may, at his/her discretion, nominate part of the committee for the Award; in such cases, the number of nominees should not be less than half of the student committee.


1.
Remarks / Comments from Teacher Advisor

_____________________________________________________________________________


_____________________________________________________________________________

2. Nomination for Outstanding Society Award 

I wish to / do not wish to* nominate the student committee for the Outstanding Society Award.

Student committeee nominated:  

The whole committee  / The following student committee only* :


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

* pls delete as appropriate

E)
Outstanding Committee member Award

The award seeks to acknowledge the most outstanding committee members of each club.  Teacher Advisor may make nomination at the end of each year.

Nomination for Outstanding committee member Award (Name and class / position held)

_____________________________________________________________________________

F)
Assessment and appraisal

Teacher Advisor please assess the performance of your Club committee by completing Part A of the Appraisal form attached (Half-yearly or Annual Appraisal Report) and submit the form together with this report to the ECA committee.

Signature of Teacher Advisor: _________________________  
Date: _________________________
ANNUAL Appraisal Report for ECA Groups  (     --      )
Name of Group :___________________  Chief Advisor
:_____________________________
Part A : To be completed by   the Chief Advisor :
	Area
	Items
	Credits
	Remarks

	A
	Attendance
1.
Initial no. of member :_____  2. No. of validated member :_____
	1
	2
	3
	4
	5
	

	
	
Percentage of validated member  __________
	6
	7
	8
	9
	10
	

	
	{<10% -- 1, 11-20% -- 2, 21-30% -- 3, ……………90-100% -- 10}
	
	
	
	
	
	

	
	2.
KPM for S.1-3     _________
	1
	2
	3
	4
	5
	

	
	
KPM for S.4-7     _________    Total KPM for member: ______
	6
	7
	8
	9
	10
	

	
	{<50 (1), 51 – 70 (2), 71 – 100 (3), 100 – 130 (4), 131 – 170 (5) 171– 210 (6) 211 – 260 (7) 261 – 310 (8) 311 – 400 (9), >400 (10)}
	
	
	
	
	
	(max 20)

	B
	General and committee meeting held:
1.
No. of General meeting held (with mins, with > 60% attendance)
	1
	
	2
	
	3
	

	
	2.
Annual frequency of committee meeting (with minutes):
	
	
	
	
	
	

	
	{1-2 = 1    3-4 = 2    5-6 = 3    7-8 = 4    >= 9 =5}
	1
	2
	3
	4
	5
	(max 8)

	C
	External Competition
1.
Participation in Inter-school / ext. comp (individual-2, Team-4,  both-5)
	2
	
	4
	
	5
	

	
	2.
Prizes won in inter-school / external events
	
	

	
	(7-Team champion, 5-Team 1st runner-up, 4-Team 2nd  runner-up,

3-indiv.champion, 2-individ. 1st runner-up, 1-individ. 2nd runner-up)
	1    2   3   4    5   7
	(max 12)

	D
	Student Committee :
	
	
	
	
	
	

	
	
Performance of Student Committee
	1
	
	2
	
	3
	

	
	
	4
	
	5
	
	6
	(max 6)


Part B : To be completed  by the ECA Committee :
	E
	Finance Management :
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	1.
Appropriate use of money
	1
	2
	3
	4
	5
	

	
	2.
Quality of Financial Report
	
	
	
	
	
	

	
	(Accuracy, Numbered withdrawal slips, Original receipts, Balance sheet, Stock-list)
	1
	2
	3
	4
	5
	(max 10)

	F
	Document Submission :
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	1.
Quality of Minutes and Activity reports
	1    2    3    4     5    6
	

	
	2.
Pictures submitted (> five per school term, quality, footnotes)
	1
	
	2
	
	3
	

	
	3.
General tidiness
	1
	
	2
	
	3
	

	
	4.
Punctuality in submitting Reports (Date received:                   )
	1
	
	2
	
	3
	(max 15)

	G
	Quality of activities held :
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	1.
in achieving aims & objectives of the group.
	1
	2
	3
	4
	5
	

	
	
(gatherings such as BBQ and party should NOT exceed 25% of annual activities)  
	6
	7
	8
	9
	10
	

	
	2.
in promoting popularity of the group.

	1
	2
	3
	4
	5
	

	
	3. 
Creativity and Innovation 
	1
	2
	3
	4
	5
	

	
	4.
Implementation and Evaluation
	1
	2
	3
	4
	5
	(max 25)

	H
	Overall  Impression :
	
	1
	2
	3
	4
	

	I
	Overall Remarks /  comments:


	
	Total credits
/ 100


                              Assessed by the ECA committee on             /          /     
