Activity Request Form

The purpose of this form is for you to let me know of an important date that is coming up.  An important date could be, for example, a field trip, major school activity such as a music contest, or other important activities that require the reservation of buses and/or spaces within the school building.  In addition, it also communicates to me that this activity should be noted on the activities calendar found on the school web site’s homepage.  

Name of Activity:
What is the name of this activity?
Sponsor of Activity:
What is the name of the person(s) running this activity?
Date of Activity:
Please list day(s) of the week, then numerical month, day, year.
Time of Activity:
Please list the start time and finish time as accurately as possible.
Description:

Please describe the activity clearly.  I will use this description in the activities calendar for our school web site.
School Space:

Please explain if you need specific rooms or areas reserved so that your activity runs more smoothly.
Buses/Vans/Car:
Please indicate which vehicles are needed for the activity, if this even applies.
Will you need a sub?  Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If yes, please list the number of subs needed and indicate which teachers will need a sub:

Please indicate the number, then write down the names of the teachers needing subs.
** Please note that the buses require licensed drivers, paid at the rate of $7.00/hour.  Please try to pass this cost on to the students to keep down school expenses.

Cost:


Please indicate the total cost of this activity.
** If this is a field trip, then please download and complete a field trip permission slip.  In addition, download and complete the notification of field trip form as well.  This all should be done a week before the actual field trip.  Please send this to me via email as an attachment.  Thanks, Jedd

