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Sue Inness Mobile    : 0414184033
 

http://www.techxellenttraining.com.au

  ABN 28600732584                                                                                         sue_inness@bigpond.com
INCURSION CHECK-LIST & INFORMATION

Please complete and e mail back to Sue
	Venue Organisation
	YES

	Have you organized the room and facilities ( tables, chairs, projection screen)  listed on your incursion confirmation form?
	

	If suggested for your session , have you undertaken any of the preparatory activities?
	

	Have you notified Sue re the gate, room and building location for your venue?
	

	Have you organised for the room and gate to be opened by 8am on the morning/s of your incursion?
	

	Have you organised your days’ timetable and communicated it to Sue and the classes involved?
	

	Have you arranged for the access gate and building to be un-locked by 8am ( located the keys) ?
	

	Have all teachers, after school care ( if applicable) and cleaners been notified re the rooms use for the day?
	

	Please make sure that any loaned equipment for claymation is place in the room on the evening prior to your incursion
	

	Have you organised your classes pairs groupings for sessions?
	

	Have you notified Sue who she needs to report to and where if required?
	


An invoice will be sent to you after your Incursion, payment after your session .

http://www.techxellenttraining.com.au
Room Name/no & building

URL for campus map(if available)  and room no and location / Brief description of where to find the room ( sometimes no-one is present on site at 8am when I am unloading)
Access gate is located on road name : 


Timetable – session breakdown and classes are - 
Name and location of person to report to on site 

Rd/St :
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