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 CPD Request Form
Please ensure your request is received by The Deputy Headteacher at least

 10 working days before the CPD activity

	Name of staff member:
	Date submitted:



	CPD Activity (Please give details below)

	

	Date of CPD Activity:          
                                             _______/______/______ 


	Leave at:

	Return at:

	How does this CPD activity link to your role/performance management targets?

	

	Course information (Please attach external booking form/provider information to this request)

	Course Provider
	Course Code/Reference number

	
	

	Course cost
	Other expenses

	
	

	

	Authorisation (To be signed off by Exec Head, Head of School or Deputy Headteacher)

	Signed by
	Date of Authorisation

	
	

	Added to calendar: Y/N

	

	Finance (Cost attributed to this request)

	If applicable - Purchase order raised by 

(Print name and add PO number)
	Date

	
	

	Authorisation (To be signed by School Business Director)

	Signed by
	Date of Authorisation

	
	


ONCE THE WHOLE FORM IS COMPLETED, PLEASE PASS TO OFFICE MANAGER FOR PROCESSING
