Daytime Building Use Application-School Hours 
Please complete this form with as much detail as possible for room usage during school hours. You can find both the daytime and evening usage forms online on the OPS or PTA website. 

________________________________________________________________________________________________________

	Organization:
	
	Application Date:
	

	Contact Name:
	
	Home Phone:
	

	Email:
	
	Cell Phone:
	


	Area of Building:
	
	# of People:
	

	Purpose:
	
	Grades:
	

	Date(s):
	

	

	Start Time:
	
	# of Tables:
	

	End Time:
	
	# of Chairs:
	

	Other Services/ Furnishings:
	


Please observe the following when booking a daytime event:

1. You may pick up a form from the main office, download this form online, or email Mr. Norton the date of the event you are requesting. Mr. Norton will reply via email if the date is possible and attach a form to that email. 
2. You may download the form directly and complete electronically. You can bring the hard copy to either Mr. Ryan or Mr. Norton or email the form electronically to Mr. Norton with all pertinent information. Until you receive an email confirmation or a signed form from either Mr. Ryan or Mr. Norton, your event will not be placed on the master calendar. 

4. If you are unsure of which form to use, please see Barbara Barbagallo in the Board office.  
TEACHERS – Please fill these sheets out as early as possible to ensure your event will happen on the day you are requesting. Any field trip requires Board approval and should be turned in 60 days prior to the event. 

PTA - All PTA events must be cleared with the PTA Executive Board prior to submission of this form.

**School activity use of building and grounds or related school group activity shall have priority over all outside groups.

**I understand that the Board of Education reserves the right to cancel scheduled activities should emergencies arise.

Signature of Applicant:  ________________________________________________________________

Approved:  _______________________________________________________     Date:  _____________

Reason for Denial:  _____________________________________________________________________
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