¢¢° CAMBRIDGE Lost Prep Indemnification
PUBLIC SCHOOLS Form Instructions

! @® EMPOWERING STUDENT EXCELLENCE

The Lost Prep Indemnification Form is now submitted online. Follow the simple
instructions below to learn how.

Scan the QR Op40| ‘;o’ CAMBRIDGE

.. PUBLIC SCHOOLS
code or visit:

09, Lost Prep Indemnification Form
i EMPOWERING STUDENT EXCELLENCE
https://bit.ly/lost_prep .

[=]:

Submission Date
After authentication,
the Submission Date,
Employee Name, Email,
and Union Description
are auto-filled.

Employee NafTe Employee Email

SChooT Union Description

—

Select the School
where the lost prep
time occurred.

| lost my designated preparation period on the date shown below and am entitled to compensation as stipulated in the
appropriate CEA contract. *Please note that missed lunch periods are not entitled to Lost Prep compensation.

Lost preps submitted after December 15 may not be paid out until July due to processing deadlines.

Enter the Length of Prep

period in minutes_ ength of Prep Period (Minutes) Date (One Date per Form)
—
Enter the Date when this fesson
loss in prep time occurred.
Covering for absent Teacher
Covering a class for another Teacher
Enter the Reason for Student in crisis or other, requiring supervision
i “ » Lack of a Paraprofessional, requiring Teacher to provide student supervision
lost prep time. If “Other,
describe in the text box. Mandatory Event (Assembly/All School Event)
If “Covering for Absent IEP Meeting
Teacher” provide the Other meeting required by the Principal/Supervisor
teacher’s name. Parent/Caregiver Conference (I have exhausted the contractual hours)
Other
AnSWGr these two Did you contact the main office to request coverage? Was lost prep approved in advance?
questions. Ves Ves
No No
Sign the form.
. . . Employee's Signature
Click Submit to finalize.
The School Committ&esgjll indemnify for loss of preparation time, in accordance with the appropriate CEA contract.
Save Progress Submit

Note: Paper forms are no longer accepted.
Save this link for future use: https://bit.ly/lost_prep


https://bit.ly/lost_prep

