
                                                                             2017-18 SCHOOLWIDE EVENT REQUEST – Must be completed and submitted to the Student Activities Director (khazel@oceaa.org) 4 weeks prior to event
2017-18 SCHOOLWIDE EVENT REQUEST


	Name of Event:
	

	Purpose/Educational Objective for Event:
	

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

	Expected Attendance at Event:
	

	Planner of Event:
	

	Contact Information of Planner (telephone and email):
	

	Day(s) and Date(s) of Event:
	

	Start Time of Event:
	

	End Time of Event:  (all events must end by 8:00 pm)
	

	Start Preparation Time of Event:
	

	End Cleanup Time of Event: (must be no later than 9pm)
	

	Cost of Event (if applicable ):
	

	Source of Funds for Event (if applicable):
	

	List all non-OCEAA performers/announcers/speakers:  (all non-OCEAA participants must be preapproved by principal)
	

	School locations needed:

Description of layout if set up/prep is required:

   Please also draw diagram on the attached school map, scan and attach/or print out and give to receptionist.
Layout must be submitted within one week of event form.
	 FORMCHECKBOX 
Dining Hall     FORMCHECKBOX 
Garden  FORMCHECKBOX 
Playground  
(if using above on a school day between 7am-1pm must have Nutrition Svs approval, if between 1pm-6pm must have KEDS approval)     FORMCHECKBOX 

 FORMCHECKBOX 
Library (no food allowed)


 FORMCHECKBOX 
Classroom  FORMCHECKBOX 
Room # :____          

                  (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 event: (all items may not be available at all times, please verify availability prior to event)

	Tables #
	

	Chairs #
	

	Small Canopy #
	

	Extension Cords
	

	Grill – Include date Nut Svs Spvs approval received on
	

	Date grill will be cleaned (must be within 5 days of event, but not date of event as grill will be too hot to clean)
	

	Risers & where placed
	

	Projector/Laptop/Screen
	

	Sound System – Specify small or large (sound system form will be sent)
	

	Preparation Team Lead (1-2)
	

	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:  
	

	Clean up Team Leads (2) (recommend different members than preparation team)      print clean up checklist to be signed off 
	

	Additional information
	


Attach Flyers.  
All flyers, programs, agendas, advertisements, signage, etc. must be translated and submitted in MS Word to Marketing Generalist 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: 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.

Also include parking information on all flyers.

NO OCEAA parking in non-approved areas  (in OCSA lots during OCSA events, etc.)
Layout map on next page must be completed and attached with event form

As Planner of Event I take responsibility to ensure that the following are followed: 

· No use of kitchen without permission/training by Nutrition Services Manager.  No students allowed in kitchen at any time unless accompanied by Nutrition Services Manager.

· No students unsupervised in building at any time

· Staff member listed above must be aware of when I arrive and when I leave after Event is concluded

· Parking signs posted prior to event to ensure no OCEAA parking in non-approved areas  (lot across street on Sycamore on Friday nights, in OCHSA lots during OCHSA events, etc.)

· Parking signs and advertisements must be removed at end of event.
· 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 to the staff member. 

· I understand that as planner I am responsible to print out, complete, and have signed the attached Clean-up checklist at end of event.

· I also understand that the post-write up and thank you notes are my responsibility to ensure they are done.

Type/Sign your name as agreement to of above_____________________________

Email to Activities Director (KHazel@oceaa.org)
Print this list to use after the event

Clean-Up Checklist
 
Outside:

 FORMCHECKBOX 
Trash picked up outside

 FORMCHECKBOX 
Tables/Chairs put away properly

 FORMCHECKBOX 
Outside swept/hosed down

 FORMCHECKBOX 
Outside trashcans emptied into bin in parking lot


 FORMCHECKBOX 
Remove parking and advertisement signs

Dining Hall and Kitchen 
 FORMCHECKBOX 
Clean kitchen counters with soapy water and rinse well, disinfect as directed by Nutrition Services Mgr.

 FORMCHECKBOX 
Sweep kitchen floor, mop up any spills so as not to attract bugs

 FORMCHECKBOX 
Empty kitchen trash cans

 FORMCHECKBOX 
After checking to be sure no one is inside, close refrigerator and freezer doors tightly

 FORMCHECKBOX 
Bathrooms:  trash picked up, toilets flushed

 FORMCHECKBOX 
Inside trashcans emptied into bin in parking lot

Classrooms, Lounge, Library

 FORMCHECKBOX 
Classroom trashcans emptied

 FORMCHECKBOX 
Classroom items all returned and in order

 FORMCHECKBOX 
Return supplies borrowed from front office

 FORMCHECKBOX 
Return all borrowed items to owner or predetermined location (mailbox, classroom, etc.)

 FORMCHECKBOX 
Trash picked up inside

 FORMCHECKBOX 
All items put away (nothing to be left out)

 FORMCHECKBOX 
Items broken or needing replacement









 FORMCHECKBOX 
Comments












 FORMCHECKBOX 
Doors locked

 FORMCHECKBOX 
Doors double-checked

Signature of Planner



Signature of Staff Member




 FORMCHECKBOX 
Checklist left on receptionist desk
 FORMCHECKBOX 
Lights off

 FORMCHECKBOX 
Alarm set 


 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)
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