	Doncaster and Clumber Park GP Training Schemes  - Study Leave Guidance/Course Expenses & Allowances Information

	
	Course Name
	Can Claim for 
	Additional Information

	CORE COURSES
	RCGP CSA & AKT Prep Courses
	Course Fee
Travel & Accom
	Trainees should attend a local course, and only attend outside the area if no course available locally.
Accom allowance - There is a reimbursement limit on the cost of overnight accommodation of £150+VAT per night in Tube Zone 1 of London and £120+VAT per night elsewhere in the UK.  SLF required to claim for Course fee, Travel & Accommodation.

	
	CSA & AKT Exams
	Travel & Accom
	Trainee must pay for exam fees
Accom allowance - maximum of £120+ VAT per night ( Tube Zone 1 in London  maximum £150 +VAT).  
SLF required to claim for Travel & Accommodation.
No reimbursements for claims associated with retake exams.

	
	DFSRH On-line
Knowledge Assessment (eKA)
	Assessment Fee - £75
	Trainees can only claim the first fee. Any subsequent attempts must be paid by the Trainee.

Trainees may only attend this if they have passed both CSA and AKT Exam and it must be authorised by a TPD.

DFSRH Online Registration – Fee of £50 is paid by the trainee

	
	DFSRH Theory + Practical Courses
	Course Fee
Travel & Accom
	Trainees should attend a local course, and only attend outside the area if no course available locally.
Trainees who have obtained the Diploma in Family Planning Theory Course have 3 years in which to undertake their practical sessions. Claims for t can be reimbursed from the GPSTP office.

Trainees may only attend this if they have passed both CSA and AKT Exam and it must be authorised by a TPD.

	
	RCGP Minor Surgery Courses
	Course Fee
Travel & Accom
	Trainees may only attend these courses if they have passed both CSA and AKT Exam and it must be authorised by a TPD.

	
	Other Courses
	Might be reimbursed, but must relate to the trainees PDP and authorised by the CS/GP Trainer/ES and a TPD. A PDP entry is essential to evidence the rationale for course attendance.  Funding MUST be approved by a TPD.

	
	GP Update Courses/ Hot Topics/Refresher Courses
	The School of GP would not usually approve or fund requests to attend  these courses.  These are not considered to be the most effective way to prepare for AKT/CSA and if a trainee has already passed AKT/CSA, their knowledge has been assessed as up-to-date, evidence-based and of a standard required for independent GP Practice so attending a course would therefore not be useful or productive use of study leave.  Commercial “crammer” courses will not normally be funded.

	Additional Study Leave Info

	Study Leave Forms (SLF)
	Study leave forms must be completed at least 8 weeks prior to the course/exam.  A SIGNED copy of SLF to be given to GP Scheme Admin.
Study leave forms are not necessary for Trust or Scheme Induction, HDR/FDR.
Study leave forms must be completed for any other training for which you wish to claim course fee and travel and accommodation where allowed.

	Accommodation
	Overnight accommodation is reimbursed according to the Scheme Employers Expenses policy.  Accommodation costs can only be claimed for courses outside the Deanery where travel to and from the venue isn't possible in one day.

	Travel
	Travel by rail is reimbursed at the 2nd class fare rate ONLY.    First class rail travel will not be reimbursed. (NHS Policy)
It is advisable to book travel tickets and accommodation at the same time as booking the course to keep costs to a minimum.  If tickets are purchased near to the date of travel and these are more expensive, the full ticket price may not be reimbursed. Tickets must be sent in with your claim form.   Car Mileage  =  .24p per mile (NHS guidance)

	Reimbursement 
	Claims MUST be accompanied by receipts, tickets and certificates of attendance where applicable.
Claims are processed via the Trust’s expenses system through Payroll and must be submitted no more than 6 weeks following the course.

Trainees will not be reimbursed if claim forms are received more than 6 weeks after the course.  Maximum 3-month claim window in exceptional circumstances.

	Doncaster and Bassetlaw Teaching Hospitals – Claiming of Study Leave Expenses Process


At least 8 weeks PRIOR to a Study Leave Event:

Study Leave Form to be handed to GP Scheme Admin at least 8 weeks prior to the course/exam.  The form MUST be signed by your rota coordinator, ES and/or TPD where applicable.  Emails confirming the approval of specific leave may be accepted where a physical signature cannot easily be sought.  Claims for expenses cannot be submitted without a signed SLF.  The form must also include course fee cost and projected travel/accommodation costs where applicable.

Where you wish to claim for Study Leave Funding, you must submit a SLF at least 8 weeks prior to the course/exam.  Retrospective study leave funding approval may not be considered for reimbursement.

Submit your claim for expenses within 6 weeks AFTER the Study Leave Event:

1.  DBTH Trust Claim for Expenses Form must be completed on both sides, signed, fully detailing the costs for which you wish to claim.  DO NOT round up your costs – the figures must exactly match those on your submitted receipts.  DO NOT claim for any items for which you have no proof of payment as they will be rejected.

2. Collate ALL receipts of payment relating to the above items to be reimbursed.  The documents should be original papers or emails/screen shots can be forwarded.  Documents should show evidence of payment (booking reservations alone will not be accepted).

3. Certificates of Attendance should be provided in addition where possible.

Submit 1, 2 and 3 (above) directly to GP Scheme Admin Office within 6 weeks of the study leave event.  Originals are preferred but clear scans may be accepted at dbth.doncastergptraining@nhs.net.  

DBTH Expenses Policy has a strict 3-month claims period (3 months from the date of the event), within which your claim needs to have been approved by DBTH authoriser and sent to Payroll for reimbursement.  Therefore, claims need to submitted to GP Scheme Office no later than 6 weeks after the event to allow time for checking and processing.
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ALL relevant boxes MUST be completed.

NHS Foundation Trust

Assignment No..
National Insurance No..
Name

Dates from/to:
Address:

Pay Date:

Code:

Weekly paid

Monthly paid

Dept:

Base:

Job title:

Make and model of car: Petrol
Registration No.. Diesel

cc. of car:

Miles claimed: Month of: Date:

Declaration by Employee:

I declare that this claim relates to expenses actually and necessarily incurred in connection with
my Trust appointment and is in accordance with the regulations. | declare that the information given

is true and complete and | understand that any deliberate false representation wil be regarded as
gross misconduct and will result in summary dismissal,

Insurance of private motor vehicles:

The above car is insured in accordance with HM Circular (54) 26.

Circular HM (54) 26 provides that claimants for mileage allowances must certify that the
insurance policy in respect of the motor vehicle for which mileage allowance is claimed
provides cover, while the car is used on official business, for full third-party insurance,
including cover against risk of injury to or death of passengers and damage to property,
and that the policy was in force at the time of the journeys claimed for.

Except where indicated | certify that advice on the handiing of the emergency was given before
starting my emergency callout joureys and | accepted full esponsibiiiy for those aspects appropriate
to my duties from that time. (JOURNEYS WHICH | CONSIDER DO NOT QUALIFY FOR TAX RELIEF
ARE SHOWN SEPARATELY)

Subsistence Claims: | certify that | have spent more on meals than | would have spent at my base
Signature of Claimant Date:

Print name (in caps):

1 certify that the claimant was engaged on the duty stated on the date(s) shown overleaf:
Signature of Certifying Officer. Date

Print name (in caps):

For Finance Department use:

Posting:
Official miles

Official on-call

Public transport

Public transport excess.
Passengers 1
Passengers 2

Passengers 3

Sundry Expenses:
Car parking
Rail/Bus/Taxis
Telephones
Postages
Subsistence
Incidental Expenses
Course Fees
Course Travel Expenses
Books

General Expenses
CONTROL TOTAL:

POSTED BY:
‘COMPLETED BY:

Total
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