SCHOOL EVENT CHECKLIST TEMPLATE: STUDENT SAFETY, PARENT COMMUNICATION & VOLUNTEER COORDINATION MANAGEMENT

Created by ChecklistGuro (https://checklistguro.com)


--- PRE-EVENT PLANNING & APPROVALS ---
[ ] Event Date
[ ] Event Start Time
[ ] Event Location
[ ] Event Type (e.g., Fair, Assembly, Fundraiser) (Fair, Assembly, Fundraiser, Field Trip, Other)
[ ] Estimated Attendance
[ ] Event Description/Purpose
[ ] Required Approvals (Check all that apply) (Principal Approval, District Approval, PTA Approval, Facilities Director Approval)
[ ] Upload Approval Forms/Documentation

--- STUDENT SAFETY & SUPERVISION ---
[ ] Student-to-Chaperone Ratio
[ ] Emergency Contact Information Accessibility (Readily Available, Accessible upon request)
[ ] Designated Safe Zones/Meeting Points
[ ] First Aid/CPR Trained Personnel Schedule
[ ] Start and End Times of Supervision Shifts
[ ] Specific Student Behavioral Guidelines for Event
[ ] Potential Hazards Identified & Mitigation Strategies (Traffic, Allergens, Weather, Crowd Density)

--- PARENT COMMUNICATION & CONSENT ---
[ ] Event Description for Parents
[ ] Event Date
[ ] Event Start Time
[ ] Attendance Confirmation (Yes, No)
[ ] Activities Child Will Participate In (Activity 1, Activity 2, Activity 2)
[ ] Parent/Guardian Signature
[ ] Emergency Contact Name
[ ] Emergency Contact Phone Number

--- VOLUNTEER COORDINATION & TRAINING ---
[ ] Number of Volunteers Needed
[ ] Volunteer Roles Available (Registration, Activity Assistance, Supervision, Setup/Cleanup)
[ ] Volunteer Training Date
[ ] Volunteer Training Time
[ ] Training Content Outline
[ ] Volunteer Training Manual (PDF)
[ ] Volunteer Background Check Required? (Yes, No)

--- LOGISTICS & VENUE MANAGEMENT ---
[ ] Venue Address
[ ] Event Date
[ ] Event Start Time
[ ] Estimated Attendance
[ ] Venue Type (School Gym, Outdoor Field, Community Hall)
[ ] Venue Layout Plan
[ ] Number of Tables Required

--- ACTIVITY & ENTERTAINMENT PLANNING ---
[ ] Entertainment Options Selected (DJ/Music, Games & Activities, Face Painting, Magician/Performer, Themed Photo Booth)
[ ] Detailed Description of Activities
[ ] Estimated Duration of Activities (minutes)
[ ] Scheduled Performance Date/Time (if applicable)
[ ] Location of Activities (e.g., gymnasium, outdoor field)
[ ] Theme of Activities (if applicable) (No Theme, Decade Theme (e.g., 80s), Holiday Theme, Character Theme)

--- BUDGET & FINANCES ---
[ ] Estimated Total Budget
[ ] Actual Total Expenses
[ ] Variance (Budget - Actual)
[ ] Payment Method (School Funds, Fundraising, Sponsorships)
[ ] Amount Received from Fundraising
[ ] Amount Received from Sponsorships
[ ] Receipts (Upload)

--- POST-EVENT EVALUATION & REPORTING ---
[ ] Total Attendance
[ ] Estimated Expenses
[ ] Revenue Generated (if applicable)
[ ] Summary of Feedback Received (from students, parents, staff)
[ ] Overall Event Success (Scale of 1-5) (1 - Poor, 2 - Fair, 3 - Average, 4 - Good, 5 - Excellent)
[ ] What aspects of the event were most successful? (Activities, Food/Refreshments, Venue, Organization, Communication, Other: (Please specify))
[ ] Recommendations for Future Events

--- END OF TEMPLATE ---
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