PROCEDURES TO COMPLETE NOMINATION FORM BY SCHOOLS



· Name of SCHOOL - Enter School name in the green box

· Effective School Enrolment  - Enter current enrolment numbers

· Enter students’ given names and surnames in each division by age using the tab key to move between each column.  

DO NOT CHANGE THE SIZE OF THE FONT FOR CHILDREN’S NAMES. (Do not press ‘ENTER’) 

USE TITLE CASE, not Block letters for the children’s names, e.g. John Smith
· Teachers available – Enter teacher’s names available to officiate and tab to Job Preference  and enter


· Save the document as your School name (eg Currajong State School).

· Print the document and have Principal sign.
· Scan and email the signed document as well as the saved WORD Document to the same email address shown on the nomination form (akedw1@eq.edu.au).  Both the signed nomination form and the unsigned word document MUST be sent.
