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Instructions for Document Submission

A. 
Make an attractive Front page for your report and put this 
Instruction sheet as the second page in your Club Report File:  





B.
File and index your ECA report documents in the following order:

0) 
Instructions for Document Submission for ECA groups 
1) 
Annual plan# 
2) 
Half-yearly report
3) 
Annual report 
4)

Attendance records#
5) 
Activity reports (for individual activity held)

6) 
Minutes of Committee meeting
7) 
Financial Record Sheets:
-
Annual Budget, Income & Expenditure Account#, Stock Record, Withdrawal Slips
· Original receipts
8)

Others:




# should be disclosed to members either by putting up on the club’s notice board or through the club’s webpage. 

C.
Deadline for submitting report
	
	Events
	Deadline for Submitting Report

	1
	Annual planning and financial budgeting
	14/10/09

	2
	Half-yearly report
	5/2/10

	3
	Annual report 
	28/5/10


D.
Other points to Note

· Only standard file of specified colour should be used for submitting reports.
· Note corresponding ECA Teacher coordinator for ECA clubs.
	
	1-6
	7-12
	13-17
	18-22
	23-29
	30-40

	File colour
	Green
	Green
	Grey
	Yellow
	Blue
	Red

	Coordinator
	Tong YL 
	Leung WK
	Lam KC
	Cheong WT
	Chan CD
	Chan WC


· Check spelling and grammatical mistakes before submitting your report.

· Check that your report is duly completed and countersigned by the student and 
teacher-in-charge before submission.

· You may find samples of minutes and reports at: 
http://www.tanghin.edu.hk/eca_download/
· Update the club’s webpage promptly
· Submit activity photo through the eclass (at least 5 pics / school term)
· Sport teams are required to submit items 1, 4 and 7 only.  
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HKTA Tang Hin Memorial Secondary School

Notice To Club and Society Student Committee

A)

General
a)
Chief advisor and advisors

Student Committee members are the office bearers of ECA clubs. As a committee member, you are expected to take care of the club's affairs to the benefits and welfare of the club and its members. 

Chief advisor and advisors are assigned by the school to supervise club's activity and to offer assistance whenever necessary.  You should ask for advice from the Teacher advisors whenever important decisions (such as those concerned with external activities and the use of club's fund) are to be made.

b)
Club Student Committee

The no. of committee members shall not exceed a maximum of TWELVE and the committee shall not have more than FOUR F.6 students.

c)
Collection of membership fee and Financial Records

Clubs may collect appropriate membership fee.  Parents must be notified through parent's notice whenever money is to be collected from students.

Student Committee must be cautious in the use of club's fund.  Accurate and accountable financial records must be available for inspection upon request.  See “Guidelines for Financial matter”. 

d)
Frequency of activities and meetings

Clubs should organize at least TWO activities every half-year and hold at least three meetings in the school year:  In addition, there should be at least one annual general meeting with an attendance of >60% of club members.

Activities involving the use of Day ONE and Day FOUR form-master period are strongly advised against.  Such activities would NOT be counted in the appraisal report
Gatherings such as BBQ and party should NOT constitute a major part of the club ‘s annual activity profile.  Such gatherings should not make up more than 25% of the club activities

e)
Locker

Each club will be allocated with a locker for storage purpose -- not personal belongings of committee members!  The chairperson is responsible for the proper use of the locker. Please contact Ms. Cheong W. T. for details.   (Do not put valuables inside the lockers, the School will not be responsible for any loss.)

f)
Promotion of activities

1)

Posters on the Display Board and on Notice board of Clubs and classrooms.
2)

Posters on designated boards --- removed within 3 days after the activity.

3)

Announcement in the Morning assembly: 

i) 
Announcement should be made for whole school activities only.  Students should be encouraged to find the details from boards and posters.


ii)
If announcement is to be made by student, written script of student's speech must be submitted the day before the announcement (before 4 p.m.).




iii) Brief announcement on the afternoon on day 1 & 4 (through D.C. teachers)


4)

Publicity through electronic media are highly recommended: smart card Kiosks, school webpage, LCD TV in covered playground ---To be co-ordinated by the SU.
B)

Activity Records and Documentation
a)
Activity Report and Documentation


Keep a file with the documents filed and indexed in the specified order.
· Clubs should keep records of documents of the last two years.
· Use English except for Chinese, Putonghua and the Chinese History club
	*Annual plan and financial budget




Things to be included:


i)
the aims of the club in general, &



ii)
the specific objectives to be pursued for the current year.



iii)
Implementation Plans & Schedule



iv)
a budget for the year

To be submitted on or before 14/10.   (To the teacher coordinator responsible for your club.)


b)
Training for Club / House Student Committee members 



i)
Seminar for Chairpersons (16/9 after school)  LT



Club chairpersons and vice-chairpersons should attend.



ii)
Seminar for Club committee members (8/10 after school)  Hall
 


All club committee members should attend.




iii)
Seminar for House committee members (10/10 after school)  LT



All Houses committee members should attend



iv)
Seminar for treasurers (7/10 after school)   LT



All Houses, clubs and class union treasurers should attend
c)
Validation of membership and posts of committee members

Validation of a students' membership and post in a club requires that he or she has a sufficient rate of participation in the club's activity :



Members: 

40% of activities



Committee members:  
40% attendance in activities  and   60% attendance in 






meeting.

A validated member list and committee member list is to be submitted to the ECAC at the end of the year. Validated membership will be recorded in the report card and consolidated record of the student.

C)

Awards

a)
Outstanding Society Award

Nominations are to be made by the Teacher Advisor. The performance of the committee as a whole will be assessed by the ECAC according to the criteria in the Club Annual Report sheet. 

b)
Outstanding Committee member Award

The award seeks to acknowledge the most outstanding committee members of the club. Nominations are to be made by the Teacher Advisor of each club at the end of year. 

ECAC
