Master’s of Disaster Scheduling Form
Maximum size: 35 students

Presentation time: 45 minutes

Classroom teacher must stay in classroom during presentation

No presentations on Fridays
	Event Date


	

	Time


	

	Group/Organization


	

	Event Type/Topic


	

	Address


	

	City


	

	Contact Person


	

	Phone number


	

	Best time to contact

	

	Email address


	

	Number attending


	

	Age


	

	Any allergies?


	

	Any special needs?


	

	Any safety concerns or issues?
	


Confirm these items are in classroom:   


DVD Player


Overhead projector


Head table


Blackboard or magnetic board

Date confirmed:


   Initials:


	Instructors
	

	
	

	Departure time
	

	Brochures/handouts
	

	
	


