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Study Leave Application Form
To be used by all Doctors: Training & non-training grades including Consultants. 
This form should not be used for professional leave requests.
	Personal Details

	Name:
	Email:
	Specialty:

	GMC:
	Bleep:
	

	Permanent              Fixed Term

Post     FORMCHECKBOX 
                Contract      FORMCHECKBOX 
  
	Contract Start Date:                
	Contract End Date:

	Please select your Grade:

F2  FORMCHECKBOX 
   GPST1  FORMCHECKBOX 
   GPST2  FORMCHECKBOX 
  GPST3  FORMCHECKBOX 
  IMT1  FORMCHECKBOX 
  IMT2  FORMCHECKBOX 
  IMT3  FORMCHECKBOX 
  CS1 FORMCHECKBOX 
  CS2 FORMCHECKBOX 

ST 1  FORMCHECKBOX 
 ST 2  FORMCHECKBOX 
 ST3  FORMCHECKBOX 
  ST4  FORMCHECKBOX 
  ST5  FORMCHECKBOX 
  ST6  FORMCHECKBOX 
  ST7  FORMCHECKBOX 
 ST8  FORMCHECKBOX 

Consultant   FORMCHECKBOX 
  Non-Training Grade   FORMCHECKBOX 
  SAS   FORMCHECKBOX 
  Other (inc:OOP/Fellow) please state  ________


	Details of request

	Please select -
Course  FORMCHECKBOX 
   Conference  FORMCHECKBOX 
   Private Study Leave  FORMCHECKBOX 
   Exam  FORMCHECKBOX 
 GP Surgery Day (GPST only)  FORMCHECKBOX 
           

	Name of course/conference/exam:    


	Course code (trainees only):
	Location:

	Mandatory     FORMCHECKBOX 
  Optional     FORMCHECKBOX 
  Discretionary  FORMCHECKBOX 
   Please tick (Trainee doctors only)

	Start Date:
	End Date:
	No. of days:             

                         

	If you wish to claim travel expenses please tick below  and provide estimates (Please note that you will need to submit a separate expenses claim form):

Course Fee  FORMCHECKBOX 
  £                  Accommodation  FORMCHECKBOX 
  £                    Travel  FORMCHECKBOX 
 £       

	Cover required: Internal cover  FORMCHECKBOX 
  Locum Required   FORMCHECKBOX 
  No cover necessary   FORMCHECKBOX 



	Approval – To be sought prior to submission

	1. Lead Clinician / Educational Supervisor /College Tutor Signature:


	Print Name:
	Date:

	2. Specialty Manager Signature:                              Stat. & Man. Compliance   FORMCHECKBOX 
    %         


	Print Name:
	Date:

	3. GP Trainer Signature (GPST’s for GP surgery days only):


	Print Name:
	Date:


	Applicant Signature

	Signature:
	Date:


	Medical Education Manager/ Faculty Lead Authorisation – Completed After submission

	Number of days remaining:
	Expenses budget:      Remaining budget:

	Approved  FORMCHECKBOX 
       Not Approved   FORMCHECKBOX 

	Educational Agreement Received:  FORMCHECKBOX 


	Comments:


	Signature:
	Date:


QUICK GUIDE 

Please ask at the Education Centre if you would like to see the full guidelines.

Checklist for all Training grades






           Complete
Educational Agreement Completed with Educational Supervisor and submitted 
to Medical Education Team?









 FORMCHECKBOX 

Blank expenses claim form obtained (if applicable)?






 FORMCHECKBOX 
 
NB: Retrospective applications will not be considered. Exams fees cannot be claimed. please see the full HEKSS guidelines for details at https://lasepgmdesupport.hee.nhs.uk/support/home?
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Step-by-step guide for requesting study leave:
[image: image1.png]Doctor completes paper
study leave application
form 6 weeks in advance
of date requested

Within 3 months of
attending course/event,
green expenses form is

completed, receipts

attached and sent to
Medical Education for
payment

Doctor presents paper
form to Educational
Supervisor/Clinical Lead to
sign (consulting HEKSS
course list if applicable)

Application form sent to
Medical Education for final
approval in normal manner

After signature from
ES/clinical lead, Doctor
adds the leave request to
Medics Online system

Doctor to give form to
Specialty Manager/Rota
Co-ordinator who checks
SaMT compliance >90%,

approves leave request on
Medics On Duty System,
and signs form




PLEASE NOTE – No study leave will receive final approval nor will any expenses be paid unless a form with required signatures and SaMT > 90% is received by Janet Whitehorn, Study Leave Administrator, Medical Education Department, Education Centre, RSCH.  Study leave will be rejected on Medics On Line system if paperwork is not received/incomplete.
F2 Extra Information


F2’s study leave to be used mainly for Careers taster days and the three Mandatory courses from the HET list.





GPST Extra Information


No GPST’s will be funded to complete ALS course.
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