2017-18 Classroom / Meeting Activity Request – to be completed for all events inside classroom where parents will be attending and all events outside classroom in common areas of the school during school day, as well as meetings held in evenings and on weekends.

	Name of Activity:
	

	Purpose/Educational Objective for Activity:
	

	Intended Audience of Activity (parents, community members, children, etc.):
	

	Expected Attendance at Activity:
	

	Planner of Activity:
	

	Contact Information of Planner:
	

	Date(s) of Activity:
	

	Start Time of Activity:
	

	End Time of Activity
	

	Start Preparation Time of Activity:
	

	End Cleanup Time of Activity:
	

	Source of Funds for Activity (if applicable):
	

	School locations needed:
	 FORMCHECKBOX 
Dining Hall (must have Nutrition Svs permission if school day 7am-1pm, or KEDS if school day 1pm-6pm)

    _ FORMCHECKBOX 
Garden  FORMCHECKBOX 
Playground       FORMCHECKBOX 
Lounge

     FORMCHECKBOX 
Library (no food allowed)
 FORMCHECKBOX 
Classroom # _____ 

                  (teacher approval received on ___)
 FORMCHECKBOX 
 Kitchen Nutrition Svs Mgr     (approval received on ________ ) (must secure Nutrition  Services Manager approval and training prior to event)  

 FORMCHECKBOX 
Other (specify)________________ 

	School materials needed for Activity:
	

	Tables #
	

	Chairs #
	

	Risers & where placed
	

	Projector/Laptop/Screen
	

	Sound System (Specify small or large system)
	

	Description of layout if set up/prep is required:
	

	Classes involved in Activity:
	

	Date flyers to be sent via SchoolReach (must have 2 weeks lead time):
	.

	Date phone message to be sent via SchoolReach (must provide message of 3 sentences or less [20 seconds]), Must have 5 school days lead time):
	

	Flyer to be posted on (may not include any personal info-phone, email):
	 FORMCHECKBOX 
Website       FORMCHECKBOX 
Facebook       FORMCHECKBOX 
Twitter

	Translator for flyers, write-up, event, etc.  
	

	Photographer /Contact Information for event
	

	Post-event write-up for newsletter, web, board, FSO LT by who & when:
	

	Thank you notes to key volunteers and donors by who & when:
	

	Names of companies donating supplies or services:  
	

	Additional information:
	


Trash is to be picked up in all areas and all items to be put back where belong. Any broken/lost items need to be reported. 

Attach Flyers.  
· All flyers, programs, agendas, advertisements, signage, etc. must be translated and submitted in MS Word to Marketing Generalist (mailto:kpineda@oceaa.org)at least 7 days prior to date sent home or posted. All items must receive approval prior to posting or distribution)

· Flyers must contain the following if student will be attending during non-school hours: Parents are expected to supervise their students at all times at family events. Staff are there to support fundraising efforts not supervise students. Thank you for your cooperation.
· Los padres de familia son los únicos responsables de supervisar a sus hijos(as) durante todos los eventos familiares de OCEAA. El personal de la escuela está únicamente para apoyar estos eventos de recaudación de fondos y no para supervisar a los alumnos. Gracias por su cooperación.

email Activities Director (Khazel@oceaa.org)
Activities Director Use Only

Master Calendar:   FORMCHECKBOX 
 Clear
Possible Conflicts:       
OCSA calendar:    FORMCHECKBOX 
  Clear     N/A

Possible Conflicts:       
OCSA Calendar
     
ADMINISTRATION
Approved By:__________________________ 
Comments:       
Planner Notified of review decision: Date_____________
mailto: Director, Operations, Front Office, Food Svs, Custodial, Annex Receptionist, Marketing Generalist (Be sure to cc teacher and print/sign activity permit and place in teacher's box)
     
