Japanese Taster for Schools Volunteer Checklist
[image: image1.jpg]


First of all:
Contact the teacher at the school.
Then find out:
1. The date of your school visit.
2. The time you need to be at the school.



3. Who you should report to.
4. What time your session(s) will begin.
5. How many students you will teach in each session.
6. What year the students are in.
7. The name of the classroom teacher who will be with you in each session.
8. What kind of room you will have.

9. The purpose of the visit (e.g. part of international day / Japan day).
10. If any other Japan-related organisations (e.g. The Japan Society) or individuals are coming, and what activities they will be doing (to make sure that your lesson content does not overlap with theirs)
Please arrange:
1. For the necessary equipment to be set up.  Please also find out the school’s policy regarding USB memory sticks if you plan to use them (some schools do not allow them, because of the risk of computer viruses).
2. For the school to copy handouts.
3. How to claim travel expenses.
Finally:
1. Have you sent the Materials Confirmation form to the school?

2. Have you returned the Japanese Taster for Schools visit confirmation and application for library use form? (optional)
	On the day - Remember to keep travel receipts!


