
How to organize … 

A HOLIDAY SCHOOL 

 

Based on the checklist in 

‘The SAF holiday schools model : a manual 

for schools and organizations’ 

in 30 and 1 steps 

http://www.spza.org/nl/publicaties-a-downloads/doc_download/10-holiday-schools-model--a-manual.html


How to organize … 

A HOLIDAY SCHOOL 

Preparations 

During the Holiday School 

After the Holiday School 

in 30 and 1 steps 



Step 1: Select members of the organizing committee and  

decide on positions (chairperson, secretary, treasurer, etc.) 

and portfolio’s 

 

SECRETARY 

Portfolio: 

?? 

 

 

 

TREASURER 

Portfolio: 

?? 

 

 

 

CHAIRPERSON 

Portfolio: 

?? 

 

 

(ADVISOR/ 

COACH) 

 

 

 

Member 

Portfolio: 

?? 

 

 

Member 

Portfolio: 

?? 

 

 

Member 

Portfolio: 

?? 

 

 

Member 

Portfolio: 

?? 

 



Step 2: Make a file/folder for the Holiday School 



Step 3: Decide on the goals and on the name  

of your Holiday School 

GOALS:  

Why a holiday school ? 

NAME? 

 



Step 4: Decide on the Holiday School programme (duration, 

dates, activities) and maybe on a theme 

   

ACTIVITIES: What kind of activities? 

 

 

 

DURATION:: 

 How many days/weeks? 

 Monday till Friday? Weekends? 

 Open from (date/time)? Closed from (date/time)? 

 Dates/times for staff/for kids? 



Step 5: Decide on a training programme for young 

volunteers. Check with experienced Holiday Schools about 

training programmes and exchange of volunteers 



Step 6: Decide on materials and services you need, ask for 

quotes and find out about service providers in your area 



Step 7: Make a workshop schedule  

and make a daily schedule 



Step 8: Decide on minimum and maximum age,  

maximum number of children to be admitted daily,  

and decide on entrance fees (money or recyclables?) 

? 

3-17 years 

6-15 years 

? 

75 100 300 

kids per day 

? 

R 0,50 / 1 /  2 

20 cans 

10 bottles 



Step 9: Make a budget plan  

and a fund raising plan and start 

fund raising 

 



Step 10: Decide on the number of volunteers and  

their minimum age. Contact the local high schools. 

Interview, select and recruit your volunteers 



Step 11: Confirm donations upon receipt in writing:  

Thank before you bank! 



Step 12: Order materials and start an inventory as soon as 

the goods arrive 



Step 13: Decide on assessment criteria  

for young volunteers,  codes of conduct , registration forms 

and prepare all forms 



Step 14: Register all children who want to participate 



Step 15: Open accounts with suppliers and agree on 

payment (when, how, discounts, donations) 

- 5%? 

-10%? 

- ?? 



Step 16: Check venue(s), make sure keys are available. 

Check whether you have access to fax/internet etc. 



Step 17: Inform the press (have a list of donors ready!) 

Inform schools, clinics, the police, ngo’s, churches etc. 

 

Our donors: logo, name, amount 

+ 

P 



Step 18: Train the volunteers and decide on their positions 

(senior/junior) manager, team leader, workshop leader, 

coach) during the Holiday School 



Step 19: Organizing committee dissolves and members are 
appointed as manager, coach, workshop leader, team 

leader, facilitator, etc. 



During  

the Holiday School ... 



Step 20: Daily registration of children, volunteers and other 

members of the team. Daily registration of gate fees 



Step 21: Daily execution of catering programme 



Step 22: Daily execution of programme of activities 



Step 23: Daily assessment of young volunteers on the job. 

Discuss results with volunteers individually so they know 

where to improve. Make a weekly list of results. 

 

 

• Creativity 

• Responsibility 

• Self discipline 

• Caring attitude 

• Patience 

Assessment helps to do a better job 

Choose your own 

assessment 

criteria. 



Step 24: Daily update of financial records  

including budget control 



Step 25: Take as many pictures as often as you can: a  

picture tells more than a thousand words! 

 



Step 26: Arrange for collection of recyclables and waste  

daily or weekly 



Step 27: Invite visitors and show them around. 

Have a visitor’s book ready. Invite the press and 

have a list of donors ready 



Step 28: Towards the end: evaluate with the children, the 

volunteers and others 

What did you 

like? 

What did you not 

like? 

Will you come 

again? 

What would you 

like to do next 

time? 



Step 29: Check materials and update the inventory. Clean 

the building(s) and make repairs 



Step 30: The end. Invite a community leader to deliver  

a speech of thanks. Also invite the press and the 

community.  Organize a show and an exhibition. 

Hand out certificates to volunteers 



After  

the Holiday School ... 



Step 31: Report back to donors on finances 

(expenditure AND income), other donors, participants, 

activities, evaluation, plans for the future.  

Contact the press. Send pictures (on DVD)! 

Report 



Have a great  

Holiday School! 

 

STICHTING PROJECTEN ZUID-AFRIKA (SPZA) 

South Africa Foundation 

E-mail: info(at)spza.org 

Website: www.spza.org 
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