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Office of Student Affairs 
Integrated Learning Programme

Student Society Programmes with ILP Units
Format of Evaluation Report
As mentioned in the Guidelines for Organizing Student Society Programmes with ILP Units, the Evaluation Report should be submitted within 4 weeks after completion of the programme. To facilitate students to prepare the report, standard format is listed below.
Format of Evaluation Report

1. Student Society

2. Programme Title

3. Objective(s)

4. Date(s) and Number of Session(s)
5. Number and Background of Participants

6. Content of the Programme

7. Programme Evaluation: Merit and Demerit

· Analysis of participants’ feedback from the evaluation forms* 

· Feedback from Instructor(s) or Guest Speaker(s)

· Evaluation of Student Society Executive Committee

· Limitation and recommendation
8. Programme Photos (with captions)
9. Attendance Record, with softcopy (Appendix I)

*Evaluation forms will be provided by OSA before or during the programme.  
Appendix I
	
	Integrated Learning Programme

	
	Completion Record of Student Society Programmes with ILP Units

	
	
	
	
	
	
	

	
	Student Society:    ___________________________

	
	Programme Title:   ___________________________

	
	
	
	
	
	
	

	
	Name
	Student ID No
	Year of Study
	Contact Number
	Email Address

	
	(English)
	(Chinese)
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Signature of Programme Organizer: ________________________ Date: _____________

Name: _________________________________________________
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