
CHA portal timetable example



Guidance to assist in recording 
programs and activities whilst 

working remotely

• State in the activity name how you are 
connecting – face to face or virtually .

• Record the program category. Where things 
don’t fall under a current option available, 
parent engagement is the best option.

• Include descriptions. This will assist to provide 
clarity to the activity name.

• Record services you are partnering with.
• Be honest and fair about the time spent on 

activities – preparing packs, distributing 
resources or creating videos take time!

• Record the number of attendees or people you 
connect with.

• Record the number of volunteers who might be 
assisting you during this time to distribute packs 
or facilitate English.

• Record referrals to other services.
• Record the number of meetings or school-based 

activities you are supporting during this time.


