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班会办砸的六个坑：从策划书到现场的落差自查清单

假设某班按策划书开「我学会了游泳」班会，现场却乱成一团。会后对照策划书复盘，问题

不在方案本身，而在六个没写进方案的细节。把这六个坑列成自查清单，写策划书时逐条对照，

能避开大部分现场事故。

坑一：发言人照稿念，台下玩手机。原因是只规定了每人两分钟，没规定脱稿。策划书里补

一句「发言人只带提纲卡，不许带全文」；现场补救是主持人随时插问一个细节，把念稿的人拉

回对话。

坑二：朗诵环节变成一人念、全班睡。原因是诗稿没标齐读句，也没定领读人。策划书里写

明领读人姓名和齐读句标记；现场补救是把齐读段提前两分钟带练一遍再正式读。

坑三：鼓励卡全是「你真棒」「加油」。原因是规则只写了互写，没写内容标准。策划书里

加一条「卡片必须写一件具体的事」，并在黑板上举一个例子；现场补救是收卡后先筛，空话卡

不发，抽读只念有细节的。

坑四：故事分享超时，挤掉鼓励卡环节。原因是流程只写十五分钟，没写每人到点打断。策

划书里写明「每人两分钟，班长计时，到点主持人打断」；现场补救是砍掉提问轮，保住后面的

环节，提问挪到课后。

坑五：当天发现卡片盒没有、诗稿只印了二十份。原因是物资清单没有验收人和验收时间。

策划书里给清单加一列「谁、哪天检查」；现场补救是临时用作业纸裁卡片，诗稿改为投影全班

共看。

坑六：班主任总结讲成纪律训话，全场情绪跌到谷底。原因是总结环节没写内容边界。策划

书里写明「总结只点评刚才分享里的具体细节，不延伸纪律问题」；这一坑没有现场补救，只能

事后在班级日志里补一段正面反馈。

自查方法：策划书写完后，把六个坑逐条问一遍——脱稿规则有没有、领读人有没有、卡片

内容标准有没有、打断机制有没有、验收人有没有、总结边界有没有。六条全部有勾，这节班会

才算准备完成。

Six Ways a Class Meeting Falls Flat: A Checklist of Gaps

Between Plan and Reality

Suppose a class runs the I Learned to Swim meeting exactly as planned, and it

still turns into a mess. Reviewing against the plan afterwards, the trouble is not

the plan itself but six details that never made it onto paper. Turn those six traps

into a checklist and cross-check them while writing the plan, and most on-site

accidents disappear.

Trap one: speakers read their scripts while the audience scrolls on their phones.

The cause is that the plan set two minutes per speaker but never required speaking
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without a script. Add one line to the plan: speakers carry outline cards only, full

scripts are not allowed. On site, the host can interrupt with one detail question to

pull the reader back into conversation.

Trap two: the recitation becomes one voice reading and a class dozing. The cause

is an unmarked poem sheet with no lead reader named. State the lead reader by name

and mark the choral lines in the plan. On site, rehearse the choral stanza for two

minutes before the formal reading.

Trap three: every encouragement card says you are great or keep it up. The cause

is a rule that only says write to each other, with no content standard. Add one

clause: each card must name one specific event, and put a sample on the blackboard.

On site, sort the cards after collecting them, hold back the empty ones, and read

aloud only the cards with details.

Trap four: story sharing runs long and eats the card segment. The cause is an

agenda that says fifteen minutes with no stop mechanism. Write into the plan: two

minutes each, the monitor times, the host cuts off at the bell. On site, drop the

question round to protect the later segments and move questions to after class.

Trap five: on the day, the card box is missing and only twenty poem sheets were

printed. The cause is a supply list with no checker and no check date. Add a column

to the list: who checks, and by when. On site, cut cards from homework paper and

project the poem for everyone to read from the wall.

Trap six: the teacher summary turns into a discipline lecture and the room

deflates. The cause is that the summary block has no content boundary. Write into the

plan: the summary comments only on specific details just shared, with no detours into

discipline. This trap has no on-site fix; the only repair is a positive follow-up

note in the class journal afterwards.

Self-check method: after finishing the plan, ask the six questions one by one. Is

the no-script rule there? Is the lead reader named? Is the card content standard

there? Is the cut-off mechanism there? Is the supply checker named? Is the summary

boundary set? Six check marks, and only then is the meeting ready.


