Outreach Activity Report Template

AUTHORS

Student names

OVERSEEING PROFESSORS

Professor names

I. SUMMARY

Concise summary that describes the session in general, who the session is designed for, and what the participants should learn from the session.  If this session is part of a larger program, briefly describe the program.

GOALS

Enumerated goals that specifically illustrate the objectives of the session.

II. SESSION DETAILS AND REQUIREMENTS

TIME








Session length

TARGET AUDIENCE

Age-group or school grade of students attending session

CAPACITY







Maximum number of participants 




FACILITATORS

Number of facilitators needed

COST

Cost of putting the session together (including materials)

FACILITIES

	Bldg./Rm.#
	Room Name
	Contact
	Purpose

	
	
	
	

	
	
	
	


Note: Facilities should be reserved at least 2 weeks in advance.
EQUIPMENT AND MATERIALS

	Item
	Contact
	Location

	Include hardware, software, and any other materials such as hand-outs or prizes.
	
	

	
	
	

	
	
	

	
	
	


III. TIME SCHEDULE AND PROCEDURES

The following issues should be discussed in detail so that someone who has never seen the session, but who has an adequate background, can follow the directions and successfully prepare for and facilitate a session.

Preparation

One-two months before the activity:

· Who is in charge of the program?  How are student participants notified or recruited?  Who must be contacted to ensure that your session is a part of the program and session dates/times are adequate.

· How is the program being advertised?  Do posters need to be made?

· Do facilitators need to be recruited?  E-mail possible individuals and describe the purposes of the program and ask if they are interested in participating.

Two weeks before the activity:

· Should any rooms, labs and/or computers be reserved? 

· What software should be installed?

· Start meeting with the facilitators to ensure that they understand their role and preparation tasks are evenly distributed. 

· A run-through of the actual session with the overseeing professor and all facilitators present should be scheduled.

One week before the activity:

· Are all necessary programs loaded onto the computers?

· Should copies of the handouts be made?

· The run-through should be done.

On the day of the activity:

· How early should facilitators arrive? 

· What last-minute preparations are needed?

Arrival 

On students’ arrival, what should be done?


Duration:

Activity Presentation

How is the activity described to the students?  


Duration:


Handout:  If applicable.

Session 

What topics should be covered while the students are working on the program and what should the students accomplish in the end?


Duration:



Handout: If applicable.

Summary / Processing

Discuss the activity with students and elicit their perspective about the purpose of the activity. Review with them what they just learned or experienced and restate the purpose of the activity.


Duration:

Departure

Where do students go after the session is over?  Transportation?  


Duration:

After the Session is Over

Clean-up?  Session evaluation?

IV. EVALUATION AND REFERENCES

HIGHLIGHTS

· Describe the session’s successes.

PITFALLS AND SOLUTIONS

· What problems were encountered and how did you work to solve them?

PROCESSING

· What should be improved?

· What should be done differently next time?  

REFERENCES

Contact points and/or works cited.

