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MEDICAL EDUCATION DEPARTMENT

STUDY LEAVE/DUTY LEAVE APPLICATION FORM FOR DOCTORS

· Applications should be submitted and received by the Medical Education Department at least 6 weeks in advance. Study leave cannot be approved retrospectively.  

· A copy of the course details must be attached.

· If accommodation and/or rail travel is required please be aware that the more notice given the greater the saving to your study leave allowance (Not applicable to training grades)

· The Director/Deputy Director of PGME must approve all study leave before it is taken.  

· Please complete all necessary forms and return to: Rose Goldsmith - Medical Education Department, BHNFT
· You will receive acknowledgement of receipt of your study leave application up to 5 days after submission.

	Applicant Details                B A R N S L E Y    V T S    G P    T R A I N E E

	Name
	

	Designation
	

	Email address
	
	Tel/Ext No
	


	Specialty/work area
	
	Bleep No
	


	Event Details

	Title of Course/Exam
	

	Organising Body
	

	Venue
	


	Dates to and from
	
	Number  of Days
	

	APPROVAL CANNOT BE GRANTED UNLESS COURSE DETAILS ARE ATTACHED AND THE ABOVE DETAILS ARE PROVIDED


	Type of Study Leave (please √ and indicate number of days)

	Exam Leave
	
	Private Study Leave
	
	Study Leave CME
	
	Duty Leave 
	

	EXAM LEAVE;  how many previous attempts have you made at this examination with the Trust
	

	Pay and expenses can only be granted for the 1st and 2nd attempt at any examination.  Leave with pay can only be granted for the 3rd attempt.  Subsequent attempts will be taken from annual leave entitlement.  Please note that examination fees are the responsibility of the trainee and are not refundable by the Trust.  Expenses are payable for Duty Leave and will be funded from your study leave allowance.


	Mandatory Training & Appraisal (MUST BE COMPLETED within the last year)  

	Training
	Date (or date booked)
	Training
	Date (or date booked)
	Training
	Date (or date booked)

	Fire, Health & Safety
	
	Conflict Resolution
	
	Safeguarding Adults
	

	Practical Patient Handling
	
	Information Governance
	
	Security and Emergency Resilience
	

	Back Care Awareness
	
	Infection Control
	
	Appraisal
	

	Resuscitation
	
	Safeguarding Children
	
	Equality and Diversity
	

	If your mandatory training has not been completed in the last year please contact the education centre on ext: 2553, to book on a course and enter the details on the form
STUDY LEAVE FORMS WILL NOT BE PROCESSED WITHOUT THIS INFORMATION


	Course Fees 

	Course fee - Courses must be booked & paid for by your self once approved.  Course fees can then be reclaimed on an expenses claim form & attaching your receipt.
	£

	Is the course/conference funded by a non NHS commercial organisation or external sponsor?
	Yes/No

	If YES please complete the attached Hospitality, Commercial Sponsorship & Gifts Register Form.  The policy, General Policy on Standards of Business Conduct can be found on the HR website


	Travel Expenses (Not applicable for training grade doctors)

	Travelling by car/bus/taxi
	Yes/No
	Please complete travel expenses form once approval has been given.

	Travelling by train
	Yes/No
	If booking via payroll please complete the attached Rail Travel form

	All travel expenses (except travel booked by the Payroll & Pensions) must be paid for by your self and claimed backed on an expenses form.  Only those expenses detailed on this application form will be considered for reimbursement.  Any additional will not be accepted.  These will only be paid if the study leave has been approved prospectively. 


	Accommodation (Not applicable for training grade doctors)

	Does your course involve overnight stay away from home
	Yes/No

	If yes, does the course fee include accommodation
	Yes/No

	If accommodation is required; please indicate how many nights.  If booking via payroll please complete the attached Hotel Request Form.
	

	Does the course/conference offer subsidized accommodation at the time of booking?
	Yes/No

	If YES you may book accommodation your self once approval has been given.  Please reclaim these costs on an expenses claim form, ensuring ALL receipts are attached.   If NO please complete the Hotel Booking form attached.   

	Travel and accommodation will be booked by Payroll & Pensions department using Redferns Travel.  Subsistence up to £25 per 24 hour period is allowed.  To reclaim expenses for meals etc please complete an expenses claim form with all receipts attached.


	During your absence who has agreed to cover?  

	Name 


	
	Grade 
	
	Nights/Weekends on Call


	


	ALL RELEVANT SIGNATURES MUST BE OBTAINED

	Applicant 

	Name
	
	Signature
	
	Date


	

	Clinical Director/Clinical Lead 

	Name
	
	Signature
	
	Date


	

	General Manager/Service Manager

	
	
	
	
	
	

	Leave Co-ordinator (junior staff only)

	Name
	
	Signature
	
	Date


	

	FOR OFFICAL USE ONLY Director/Deputy Director of Postgraduate Medical Education

	Decision
	Approved
	
	Not Approved
	

	Name
	
	Signature 
	
	Date 
	

	Notes
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