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New Entry to School Calendar – Event  
  

THIS FORM IS FOR SIGNALLING PREVIOULSY UNPUBLISHED STAFF AND 
STUDENT-ORGANISED EVENTS, SPECIAL ASSEMBLIES, BOARD MEETINGS, OTHER 
SPECIAL MEETINGS, FIXTURES, EVENTS,PERFORMANCES, IN-SERVICE TRAINING TRIPS, IN 
SERVICE TRAINING SESSIONS. THIS IS FOR INCLUSION IN THE ONGOING SCHOOL 
CALENDAR.  
  
SCHOOL CALENDAR ENTRY FOR TRIPS, AND CLASS VISITORS ARE TRIGGERED BY 
SEPARATE PROCEDURES. ALL EVENTS INCLUDED IN THE NIS ANNUAL CALENDAR ARE 
AUTOMATICALLY ENTERED IN THE SCHOOL CALENDAR.  
 
 
Staff Responsible: ____________________________________________ 
 
Name of Event: ___________________________________________________  
  

Date___________________(dd/mm/yy)  

 
Time Starting____________  Time Finishing___________   

Details:  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________ 

_______________________________________________________________  

 
Approved by Director/Principal: ________________  Date______________ 
 
Recorded and copied to responsible staff by Secretary to Director  
on ___________ (Date) 
  

  
Please submit this form to the Secretary to Director at least seven days before the 
event, in order for it to be calendarised.  
  
***************************************************************************  
Notes 
  
• All events, visits, planned absences, which differ from the scheduled running of 

the school should be submitted and calendarised.    
• Should seven days’ notice be impractical, please continue to submit this form. (In 

this case the entry will be made by hand.) 


