School Assembly Structure

Student Leadership Team
Head Boy: xxxxxxxxxx Head Girl: xxxxxxxxxx
Deputy Head Boy: xxxxxxxxxx Deputy Head Girl: xxxxxxxxxxx

Purpose - Part of the student leadership team role to help/support communication at events at school.
(1). See teacher/students and email to make contact 2 weeks before the assembly [ ]
(2). Pre Assembly Meeting 3pm – Look at copy of the assembly. [ ]
	Task
	Not completed
	Partially completed, might need checking
	Fully Completed and checked

	Check teacher/student and theme has been used? 
	
	
	

	Is the assembly around 8-10 minutes in length? could have around 6 slides?
	
	
	

	Check presentation (slides are clear, pictures are good quality, facts about the theme, purpose, examples, what we can do at school etc…)
	
	
	

	[bookmark: _GoBack]Have they rehearsed what to say? Created script.
	
	
	

	Have students spoken through this assembly and ran through it in front of the student leadership team?
	
	
	

	Checked the presentation works and plan who speaks in order? They could read from prompt cards?
	
	
	

	Remind students to arrive 15mins before the assembly to check sound and equipment?
	
	
	



(3). 4 days prior - Email feedback for suggestions to improve assembly. [ ]
	Students have confirmed they have made your suggested changes? If not contact teacher.
	
	
	



(4). Monday Morning - Students should be reminded to turn up 15mins before to check all equipment and to help set up the assembly.  Have they brought a laptop along? [ ]
