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[bookmark: _Toc22282]Appendix 2 – Cover for Absent Colleagues Form – Long Term 
 
Long Term Cover Arrangements Record Form 
 
 
	Practitioner 
	 

	Service Manager 
	 

	Reason for 	cover and anticipated duration. 
	 

	Change to 	Job Plan 
Considered /Outcome. 
	 

	Additional payment 	– 
hourly rates 
Considered/Outcome 
	 

	Acting Up 
Considered/Outcome 
	 

	External Options 
Considered/Outcome 
	 


Service managers should keep the arrangements under review with the practitioner. 
Particular note should be taken of the term of the agreed arrangements and if additional Programmed Activities are agreed through Job Planning then the notice period required to amend the arrangements must be followed. 
 
Rates of remuneration are to be found in Appendix 3. 
Signed (Practitioner) : 
Signed (Service Manager) : 
 
Date : 
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