Form A


TA Service Request Form
Name: 









Date: 






(Pls circle your choice)

	Faculty:  CN / EN / MB / CU / SC / SSC

	Department:   ACD / CMNSHE / CRD / DID / ECA / ESD / GAD / GCD / RCD / SAD /

              ALUMNI / FM_CO / HSC (PTA) / LIB / SD / SU


The form has to be completed and submitted to Emmy in advance.

The School reserves the right ot prioritize / reject requests.



   (Pls (in the ()
	Type of task

	(  Academic Resources Items (Lesson Preoperational Word processing e.g. teaching material, teaching aims)

	(  Activity
	(  Subject-based (Design / Board & Banners, Certificates, Field work, Field Assistant.)

	
	(  ECA (Form-based activities, Training, Simulation, Uniform groups, Performing arts, Sports activities, etc.)

	(  Administrative work / Available for ad hoc lesson substitution

	· *Others (please specify) (e.g. Subject-based Project)
*Note: Subjects in need to project-wise assistance is to be decided by the Principal


	Specified Time & Venue:    ( Yes (pls. Complete 1 & 2)     ( No

1) Venue:                                                                    
2) Duration: Date – From                       to                      
           Time – From                 a.m. / p.m. to                a.m. / p.m.

	Total Man-Day (s) / Hour (s):

	Urgent:     ( No     ( Yes (complete on / before:                 )

	TA preferred:     ( No     ( Yes (pls. Specify                                 )

	Remark:



	Please note:

· Priority of TA task goes to academic / curricular items.

· During no-lesson times (e.g. after-school), appropriate TA manpower will be reserved for Non-lesson activity assistance.
	Signature of Teacher-in-charge


	For official use only

	Date of receiving the information sheet:

	Commencing date :
	TA Signature:

	Task completed on :
	

	By (Name of TA) :
	


