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Staff Cover Request Form/Application for Absence from Teaching Duties

When completed, this form MUST be emailed to all four email addresses below: 
AIE: airvine640@c2kni.net,  MGN:  mgannon616@c2kni.net, PMN:  pmiddleton138@c2kni.net  Appropriate Subject Leaders
All cover requests need a minimum period of 5 days, or as early as possible ahead of events, especially when involving large numbers of staff and/or pupils.  

Cover staff contact Tel Nos are MGN:  07887409938.   PMN:  07872 162293. Please contact MGN/PMN with a voice call (not email or message – only message in extremis) between the hours of 7:00am and 10:00pm Mon – Fri and at weekends no later than 5pm, Saturdays and Sundays.  The cover staff schedule for contacting MGN/PMN is:

September	-	PMN		January		-	PMN		May		-	PMN
October		-	MGN		February	-	MGN		June		-	MGN
November	-	PMN		March		-	PMN		July		-	PMN
December	-	MGN		April		-	MGN		August		-	MGN

Please note:
· Personal requests for absence MUST be kept to minimum, only emergency requests will be approved.  Please schedule Medical/Doctor/Dentist appointments for staff and dependents outside of school time.
· Parental meetings and other co-ordination events must be planned outside of timetabled periods.
· Late requests may be refused.
· In-service courses, require CPD evaluation forms (available in the Office) to be completed and returned to Mrs Irvine.
· Case Reviews/Social Services/Multi-agency meetings will be covered & staff attending must have the requisite forms signed at these meetings to enable cover costs to be reclaimed.  Submitted the same to MGN/PMN after the event.

Name				   				Date form is emailed



Period of Absence from Teaching Duties (Dates and times will be inclusive) 
Date from		Time from:			Date to: 			Time to:     







Reasons for Absence
1. Attendance at Course (Include Course supporting email/Course letter via email)
Title of Course: 		 							Location:		




Course Provider:							Code: 		EPD/CPD (Delete as needed)

EPD/CPD




2.	Attendance at School Event (Internal or External events other than courses - Please give details)





3.	Other (Other events will be subject to the ‘Leave of Absence with/without pay policy’ and an assessed impact on school)




(Principal Use Only) Request for Cover is:


APPROVED – DECLINED	Further Comment
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