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How to Write a Class Meeting Plan: Designing the Share

the Joy of Summer Meeting

The biggest difference between a planning document and a loose activity idea lies
in the words actionable and executable. A class meeting plan is handed to student
cadres for execution, so every paragraph must answer who, at what time, does what,
with what supplies. Take the meeting Walking into Summer, Sharing the Joy as an

example and write the four parts as follows.

Write three activity objectives, each verifiable. Do not write feel the beauty of

summer, which cannot be checked; write lines you can tick against results: one, each

www. vv99. net



student can tell one concrete experience of their own summer during the story
session; two, the whole class recites one short poem together and finishes one pass
without mistakes; three, each student finishes one hand drawn summer picture and
sticks it on the blackboard. The three lines match the three segments of story
sharing, poetry recitation and hand drawing, and when checking the meeting afterwards

you just look at these three.

Cut the running order by minutes, forty five minutes in total. Opening lead in
about five minutes, using a recording of a small stream to bring the topic in; summer
story sharing about fifteen minutes, first take turns in small groups for two minutes
each, then two or three representatives go on stage; poetry recitation about ten
minutes, read once together, then groups take turns line by line; hand drawing summer
about ten minutes, hand out paper and draw on the spot, then stick the pictures on
the blackboard to form a summer wall; closing summary about five minutes, the
homeroom teacher wraps up using the drawings and the stories just told. Put the

duration in brackets after each segment so the executor knows when to push forward.

The links between the three segments must be written into the plan; this decides
whether the meeting flows. After story sharing, the host moves the topic from stories
to the poem with one sentence: you just told your own summers, now this poem writes
everyone s summer. After recitation the host says: the poem holds other people s
painted summers, now let us paint our own. Write the linking sentences directly into

the plan so cadres just read them aloud instead of inventing words on stage.

List the duty roster one line per person: one cadre in overall charge, keeping
the whole time; one host, bridging segments and reading the linking sentences; one
timekeeper, raising a hand when each segment ends; two supply staff, collecting
paper, pens and tape in advance; one person playing the stream recording; two people
decorating the blackboard frame before class. Add one line on who substitutes when

someone is absent, and the day will not fall apart.

Write the supply list by quantity, not roughly: fifty sheets of A4 paper, one per
student; twelve boxes of watercolor pens; four rolls of double sided tape; two sheets
of border decoration paper; one stream recording downloaded in advance; ten printed
copies of the short poem, one per group. Mark the owner and the deadline after each
item, for example the poem copies are handed in by study commissioner one day early.
End the plan with one line of backup: if the recording fails, the host reads the
opening aloud; if drawing time runs short, finished students stick first and the rest

paste after class.
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