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	Education Services
	Claim For Payment of Authorised Additional Duties

HR Form No:  HRED/06/04/01


	



Your Details:

	First Name
	
	
	Ni No
	
	
	Permanent Contract No
	

	Known As
	
	
	GTC No
	
	
	Supply Contract No
	

	Surname
	
	
	School Worked in
	KNIGHTSWOOD SECONDARY


	You Complete This Section
	Information to be provided by School Office

	Date
	Contract Claim Relates To
	Hours

Claiming
	Reason For Cover, or 

Activity Undertaken
	

	
	Permanent (tick)
	Supply (tick)
	
	
	Wage Type*
	Cost Centre
	Internal Order No

(reason code)

	MONDAY
	
	
	
	
	
	
	DO22
	

	TUESDAY
	
	
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	
	
	

	SATURDAY
	
	
	
	
	
	
	
	


	Teachers Signature
	
	
	Date
	


Authorised By:
	 Name
	Kay Dingwall
	
	Designation
	Head Teacher 

	Signature
	
	
	Date
	


Wage Type*


Additional Duties:  
3991 – EDIS Payment

3992 – Support Study

3993 – Home Tuition Fees





3994 – In Service Fees

3996 – ICT Mentors Payment

Note – Teachers should complete this form and hand into the school office.

School Office should add costing information and gain authorisation signatory, process in seemis, and submit form to Headquarters at Wheatley House; FAO Kenny Grieve
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