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CPD REQUEST FORM 2020-21
Course information 

	Your name
	

	Your school
	

	Your role & year group
	

	If you’re making the booking for someone else, please state their name(s)
	1. 
2. 
3. 
4. 

	Name of the course you want to attend 
	

	If your training is online, please include a link to it here
	

	Date of the course 
	

	Closing date for bookings 
	

	Total cost for attending (per person) – this must include travel and cover 
	

	Which budget should this cost be debited from? 
	

	Which School Improvement priority area does this course relate to? 
	


Confirmation

	
	Yes
	No

	Have you attached a flyer for the course to this form? 
	
	

	Was this course (or CPD that this course covers) raised in your last appraisal?
	
	

	Have you checked your school calendar to ensure this course does not clash with anything already booked? 
	
	

	Have you arranged cover for the time you will be out of school (if required)?
	
	

	If cover is required for your time out of school, please tell us who will cover the following areas (please put ‘N/A’ if any of these do not apply to your time out of school):
	Before School Club
	

	
	Playtime duty
	

	
	Lunchtime duty
	

	
	Class teaching 
	

	
	After School Club
	


Approval
	Name of your line manager / appraiser OR the relevant budget holder 
	

	Signature of your line manager / appraiser OR the relevant budget holder
	

	Date 
	


WHEN COMPLETE, PLEASE PASS TO TEACHINGSCHOOL@THEMEAD.WILTS.SCH.UK.

FORMS WILL NOT BE PROCESSED IF ANY AREA IS LEFT BLANK.

	
	
	

	
	
	


As part of The Mead Academy Trust, the Teaching School has a duty to protect personal information. We will process this information in accordance with the Data Protection Act 1998, 2003 and GDPR 2018. This information will be stored on computer and manual files. We will use the information given on this form for the purpose of this process and it will be stored and destroyed in line with our Retention Policy.        
For Teaching School use only 


Approved by: 						Date: 


Course booked �
Added to diary �
Added to training matrix �
�
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