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1. Introduction 

This document sets out Northern Devon Healthcare NHS Trust’s system for the 
provision of study leave for Consultants and Specialty Doctor, Staff and Associate 
Specialist Doctors (SAS), herein referred to as Senior Doctors. It provides a robust 
framework to ensure a consistent approach across the whole organisation. 

2. Purpose 

The purpose of this document is to provide guidance on the local process for 
applying for and receiving agreement of study leave for senior medical staff. 
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The Trust attaches the greatest importance to the continuing education and training 
of its professional staff and fully appreciates that professional training and medical 
excellence are inextricably linked. 

This policy and the monetary allowance will be reviewed annually by management 
and the Local Negotiating Committee (LNC) for implementation with effect from 1 
April each year.  The policy applies to all senior medical staff. 

Implementation of this policy will ensure that: 

 There is a clear process for senior medical staff to follow. 

 Study leave is linked to an individual’s personal development plan. 

3. Definitions 

Study Leave 

 
For the purposes of this policy the term Study Leave will be used to describe both 
professional and study leave as defined and set out in the Terms and Conditions is 
as follows: 

 Study, usually but not exclusively or necessarily on a course or programme 

 Research 

 Teaching 

 Taking examinations 

 Visiting clinics and attending professional conferences 

 Training 
 

It is recommended in the terms and conditions of service that consultants should 
receive study leave up to a maximum of 30 days in a period of three years, but locally 
it has been agreed to set a maximum level of study leave for consultant medical staff 
at 33 days over 3 years.  

With effect from 1st April 2017 all SAS doctors will be entitled to 30 days study leave 
over 3 years.1  

There is limited specific funding to support the development of SAS doctors in 
England made available by the Department of Health in 2008.  The funding is now 
allocated by HEE via the individuals LETB’s.  This is additional to any defined study 
leave allocations within employing organisations.  Any days taken in relation to this 
funding will be counted against the doctors study leave days. 

External Duties 

NHS external duties, as defined within Terms and Conditions of Service, do not 
constitute study leave and are dealt with under Sections 4.5 and 12 of the Trust’s Job 
Planning Policy (Senior Doctors). 

External Duties are any duties not included in either Direct Clinical Care, Supporting 
Professional Activities or Additional NHS Responsibilities and not included within the 
definition of Fee paying Services or Private Professional Services, but undertaken as 
part of the job plan by agreement between the senior doctor and the Trust (see 
Appendix A for a list of definitions). 

                                                           
1
 This reduction of study leave entitlement is as a result of SAS negotiations through LNC to increase SAS 

Annual Leave entitlement after 7 years of service (See M&D Annual Leave Policy) 
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4. Responsibilities 

Role of Lead Clinician 

The Lead Clinician is responsible for: 
 

 Assessing study leave requests for clinicians. 

 Ensuring study leave requests are linked to personal development plans 
 

 Ensuring arrangements are put in place to cover service provision 

Role of Medical Director 

 The Medical Director is responsible for: 
 

 Considering study leave requests above the agreed allowance in cases where it 
is in the interest of service to patients. 

Role of Director of Medical Education (DME) 

The DME is responsible for reviewing all requests for study leave and applying 
challenge as to the: 

 

 Clinical Value 

 Appropriateness of mode of study (consider blended learning opportunities 
rather than a course 

 How the learning is to be disseminated through the relevant clinical area 

 Value for money 

Role of Medical Education Centre Team 

 Processing study leave claims to ensure that they are actioned in a timely 
manner 

 Advising the senior doctor if information is missing or if claims are out of time 

 Recording of approved leave onto Healthroster 

Role of Senior Medical Staff 

Senior medical staff are responsible for: 

 Ensuring that all study leave requests are only activities that either are in a 
personal development plan or necessary for the development of the service 

 Applying and submitting receipts in line with the policy to reduce the impact on 
direct patient care 

5. Study Leave Process for Senior Doctors 

Developmental needs must be reviewed during a doctor's annual appraisal.  
Requests for study leave should be linked to the personal development plan from the 
most recent appraisal.   

A record of all study leave/CPD must be kept by the individual clinician and must be 
included in the appraisal portfolio available for both appraisal and job planning.  The 
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recommended standard in Northern Devon Healthcare Trust is for study leave up to a 
maximum of 33 days (30 days for SAS doctors) over a period of a rolling 3 years.  

Appendix B sets out the study leave approval and control process in a quick view 
flowchart format. 

Appendix C provides additional general guidance on the approval process and 
Appendix D sets out the applicable rates that Senior Doctors can claim for Study 
Leave expenses.   

Appendix E is the CT1 application form that must be used for the approval of study 
leave and associated expenses. 

In exceptional circumstances the Medical Director may exercise his discretion to 
allow an individual doctor or the Lead Clinician to exceed this monetary allowance if 
s/he agrees that it would be necessary in the interest of the development of the 
Doctor and the service to patients. 

6. Expenses 

It is expected that senior doctors will travel and book accommodation in the most 
economical venue, having made maximum use of internet booking options (late / 
early discounted rates).  Expenses will normally be paid for study leave and an 
indicative budget is allocated to the individual senior doctor (see Appendix D) 
attached to this policy.  Funding levels will be reviewed annually by the Local 
Negotiating Committee to ensure appropriate levels are maintained. 

The funding for study leave is based on the following: 

 Reimbursement of approved course fees 

 Travel expenses are usually reimbursed at the standard rail fare, or public 
transport rate per mile for private care drivers  

 A contribution to air travel £150.00 

 B&B/ hotel @ £100.00 per night or £125 for London 

 Meal allowance  

 Incidental expenses, such as parking, tube fares, etc. 

 Overnight stay with a friend £25.00 
 

It is expected that the means of travel will be the most cost effective and appropriate 
for both the Trust and the doctor, e.g. sharing travel where able and use of internal 
flights rather than long distances by care.  

Please refer to Appendix D for the current travel and mileage rate. 

Claims for alcoholic beverages will not be accepted. 

It is expected that expenses relating to study leave for organisations apart from the 
Trust will be paid by those organisations and therefore will not be paid by the Trust. 

Receipts must be provided for all course fees, travel and subsistent claims and 
should be submitted as soon as practically possible and at the latest within 3 months 
of the occurrence of the event.  

7. Travel outside the UK 

The Trust may at its discretion grant study leave outside the United Kingdom with or 
without pay and with or without expenses or any proportion thereof. 
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The Trust recognises that appropriate educational activities are occurring outside the 
UK with increasing frequency. The Trust therefore accepts that study leave within the 
normal allocation can be taken for educational activities abroad.   

Courses that have an element of social/leisure activity will be calculated pro rata.  
Only study duration will be counted towards study leave, the remainder will be taken 
as annual leave. 

This will be subject to the limitations on expenses outlined above. 

8. Leave which may be difficult to define 

Leave that does not fall into any of the above categories and therefore, by definition 
is difficult to define must be discussed and agreed with the Lead Clinician, Divisional 
Director and Medical Director. 

9. Study Leave for a Non-Working day, part time staff and time 
off in lieu  

For part time staff where a study day is on a day that the individual would not 
normally work, time of in lieu will be granted. The individual can also claim for study 
leave expenses.  

For full time staff if a course is run on a non-working day (including Saturday and 
Sundays) or a scheduled compensatory rest day and the individual chooses to attend 
the course, the individual can claim study leave expenses. They can also either opt 
to use their study leave days allowance and request time off in lieu.  

10. Locums 

Long term NHS employed locums who have been in post for a period exceeding 3 
months, will be entitled to apply for paid study leave.  This will be assessed on an 
individual development need and service development need basis.  Locums in post 
for less than 3 months will be expected to take unpaid leave to attend study leave 
and will be asked to fund the cost of the event and any expenses. 

11. Staff Retiring and Returning 

Senior Doctors that choose to retire from their substantive contract with the Trust and 
return on a new contract will receive a pro-rata amount of study leave / allowance 
based on the duration of their new contract.  E.g. Consultants returning on a one year 
contract will be entitled to receive 11 days study leave / £1000 allowance.   

If however there are individual development needs or service needs which would 
require additional leave /allowance then the Medical Director may use discretion to 
grant extra leave/allowance as required. 

Any additional allowance granted may be subject to repayment if the Senior Doctor 
leaves prior to their expected contract end date.  Repayment arrangements would be 
discussed and agreed on a case by case basis by the Medical Director at the time of 
approving any additional allowance. 
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12. Appeals Process 

If a senior doctor is aggrieved in relation to the application of this policy then a 
grievance /dispute can be raised via the Trust’s Grievance Policy. 

13. Monitoring Compliance with and the Effectiveness of the 
Policy 

Standards/ Key Performance Indicators 

Key performance indicators comprise: 

 All study leave applications follow process 

Process for Implementation and Monitoring Compliance and 
Effectiveness 

 Monitoring compliance with this policy will be the responsibility of the Lead 
Clinicians. 

 Where non-compliance is identified, support and advice will be provided to 
improve practice.  

14. Associated Documentation 

 Senior Doctor  Job Planning policy 

 M&D Appraisal policy 
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Appendix A – NHS External Duties 

 

Definition:  

Any role that may be undertaken on behalf of an external agency e.g. Royal College 
or training & education role. The remuneration for these is claimed direct from the 
external agency. 

 

Or 

A professional responsibility undertaken on behalf of the Trust.   These often require 
attendance nationally and regionally at meetings to fulfil the role.  These may 
represent professional development but are attended as a corporate responsibility so 
should not be counted against study leave entitlement or funding.   

 

Key Principles: 

 Leave for External Duties is discretionary and may be granted by the Trust 
to allow an individual to undertake external duties on behalf of the Trust or 
the wider NHS. 

 This must be annualised into the job planning process and travel expenses 
should be claimed from the external organisation or if acting on behalf of 
the Trust from the appropriate divisional budget. 

 It is expected that individuals will minimise the impact of the absence on 
direct clinical care. 

 The decision to grant leave for external duties will depend on the service 
impact and the importance of the leave to the Trust or the wider NHS. 

 If an individual is considering taking up an external position (e.g. Regional 
Training Advisor role)  the time required to fulfil the role must be assessed 
and the implication of taking up the role discussed with both the divisional 
general manager and the lead clinician and also, if necessary, the Medical 
Director, prior to an individual confirming acceptance of the role. See 
Section 4.5 of the Trust’s Job Planning Policy.  

 

The support of the directorate should be considered essential prior to taking up any 
significant external role. 

 

Leave for External Duties - with pay, but without expenses 

Examples of this type of duty are listed below and expenses are expected to be 
claimed from a body other than the Trust. This leave does not count against the 
study leave allowance. 

 Duties of an officer, committee member or member of a working party of a 
Royal College faculty professional or scientific Society 

 Examining for the Royal College/University or other body 

 Attendance as College Assessor at an Advisory Appointments Committee 
inside/outside the region 
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 Attendance at officially constituted bodies giving advice to the Department 
of Health 

 Duties as a member of a Medical Defence Society/British Medical 
Association 

 Externally funded Health Education England (Deanery)/NHS 
England/Trust Development Authority/Royal College roles 

 Attendance at British or International standards committees (CQC) 

 Duties as a member of the Medical Research Council 

 Membership of an editorial board of a scientific journal 

 Clinical trials working party 

 Duties in relation to postgraduate educational activities including external 
resuscitation courses 

 Lecturing outside the Trust premises 

 Visits to hospitals outside Northern Devon Healthcare Trust for the  
purpose of assessing training facilities 

 Attendance at regional service committees ad hoc groups, etc 

 Attendance at regional medical advisory committee, regional committee for 
specialist training/regional manpower committee and their subcommittees 

 In connection with responsibilities as Regional Educational Advisor 

 Attendance at external appointments committees for medical staff outside 
Northern Devon Healthcare Trust 

 Attendance at external appeals committees 

 One-off delivery of undergraduate or postgraduate lectures outside 
Northern Devon Healthcare Trust site  

 

This list is not exhaustive 
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Appendix B – Medical Staff Study Leave Approval and Recording Control Process 

Approval and Recording Control Process 

 

 

 

 

 

 

 

 

  

 

Request for study leave completed on form CT1 (appendix E) and submitted to Lead Clinician (or Study Leave requested 
via Healthroster stating course details/costs in “notes” section of leave request) 

Lead Clinician to assess study leave request – referring to the training / development requirements identified during 
the individual’s appraisal and the training schedule to be made available by Medical Education. 

Has the individual undertaken 33 days (30 if SAS Dr) study leave of more in the last 3 years? Yes? No? 

Is the study / professional leave required to address:- 

 Any concerns around professional competence? 

Or 

 a significant development need identified during the appraisal process 

Or 

 An organisational objective / service development priority not identified during the appraisal process? 

No? Yes? 

Request not approved – the reason for 
not approving study leave must be given 

Request 
approved 

Lead 
Clinician to 

notify 
Divisional 
Director 

Lead Clinician to forward approved 
training request to Medical Education 

Lead Clinician to assess whether the leave 
can be covered internally? 

Medical Education to maintain 
central log of all study leave on ESR 
and Intrepid as appropriate with a 

read only schedule of training 
attended by clinician to be made 

accessible to the Led Clinicians and 
Medical Director 

Yes? No? 

Lead Clinician to confirm 
internal cover 
arrangements 

Locum request submitted 
to Divisional Director for 

approval 

Locum request approved? 

Yes? No? Approved Locum request 
sent to Medical Staffing 
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Appendix C – General Guidance and Guidelines 

The applicant must identify why it is felt that study leave is appropriate. Discussion of 
appropriateness of study leave must form part of the annual appraisal and be 
incorporated within the individual's personal development plan. 
 
The applicant should be reminded that there may be a conflict of interest involved in 
acceptance of external sponsorship and therefore such funding should be discussed 
with the lead clinician and, if accepted, must be entered into the Register of Interest 
held in HR. The lead clinician should ensure that in the section related to cover 
arrangements the applicant provides information in respect to clinical responsibilities 
as well as on call commitments including the name of the colleague covering those 
commitments. 
 
It is expected that information acquired from attendance at external courses will be 
shared appropriately with colleagues and the clinical team. The Medical Director may 
require a written report from the attendee for dissemination throughout the Trust. 
 
Guidelines 
 
1. All applications for study leave should be on the approved form CT1, (see 

Appendix E). 
 
2. Any grant of leave is subject to the need to maintain NHS services, where leave 

with pay is granted, the senior doctor must not undertake any other paid work 
during the period without the employing organisation’s prior permission. 

 
3. Application for study leave must be submitted for approval to the lead clinician.  

This should be in a timely manner to allow 8 week’s notice for cancellation of 
timetabled commitments.  

 
4. Application for study leave by lead clinicians must be approved by the Medical 

Director. 
 
5. Locums will not normally be employed to cover study leave. 
 
6. The Trust may, at its discretion, grant study leave above the maximum.  All 

requests for such leave above the maximum should be discussed during job 
planning.  Expenses will not normally be paid on additional leave. 

 
7. Retrospective applications will not be approved and therefore no funding will be 

given. 
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Appendix D – Monetary Allowance 

 
Senior Doctors   £1,000 annually  
 
This will be considered in line with the number of study leave days as a rolling £3000 
over 3 years 
 
Allocation for part time staff:   
 
Where a Senior doctor works five programmed activities or above, they will receive 
the equivalent budget as a full time member of staff. 
 
Where a Senior doctor works less than a five programmed activities the budget will 
be allocated on a pro rata basis. 
 
 
Retire and Returnees: 

 
See section 5.6. 
 
 
Travel and Accommodation Rates  
 

 Bed and breakfast/hotel at £100 per night (£125 London) 

 Travel expenses are usually reimbursed at the standard rail fare, or public 
transport rate, currently 24p per mile for private car drivers 

 A contribution to air travel £150.00 

 Meal allowance £25 per 24-hour period excluding breakfast 

 Incidental expenses, such as parking, tube fares etc 

 Overnight stay with a friend £25.00 
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Appendix E – SENIOR DOCTORS STUDY LEAVE APPLICATION FORM (CT1) 

Please refer to Study Leave for Senior Doctors policy prior to completing this form.  
External Duties should be job planned and will not be deducted from Study Leave 
allowance.  Claims relating to External Duties should be claimed via external body or 
Directorate as appropriate. 
 
Important notes for all applicants 

 Study leave not authorised by CT1 must be self-funded. 

 Retrospective applications will not be considered. 

 Completed form must be with the final approver 8 weeks in advance of the event. 

 Payment will not be made without the appropriate receipts. 

 Expense claims must be submitted within three months of the event. 

 See Section 9 for guidance on study leave for a non-working day, part time 
staff and time off in lieu 

Name  Grade: 

Specialty:  

Directorate:  

Address:  
 
 

No. of study 
Days  claimed      

  
  

Leave 
Balance 

 

 
(This information can be obtained from the Medical Education Dept.) 
 
Identified at appraisal:     Yes  No (form will be returned to applicant) 
Course details attached: Yes  No (form will be returned to applicant) 
 

Title of Course  

Venue  

Date (from):   To:  

I wish to reclaim the following Expenses: 

Travel Mode  Cost  

Mileage @ 24p/mile    

B&B (No. of 
Nights): 

 Cost  

Subsistence Cost  

Course Fee  

Course Programme Provided: YES / NO 

 
 
 

http://ndht.ndevon.swest.nhs.uk/policies/?p=3662
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Cover arrangements  
 

Name of colleague agreeing to cover 
 

 

Signature of colleague agreeing to 
cover 
 

 

Date 
 

 

 

Applicant’s Signature: 
 

 
 

 

Declaration of Sponsorship by applicant: 
 

I will be accepting a grant / sponsorship in part payment for this course (tick 
Yes / No) 
 

Yes  No If yes, I confirm that acceptance of sponsorship has been 
declared by email to the Director of Workforce Development 
(register of interest held in HR) 

Signed: Date: 

 

Approval Details: 
 

Lead Clinician*  Date:  

Director of Medical 
Education 

 Date:  

Medical Director ** 
 

 Date:  

 
*If a request for time off for Study Leave has been authorised by the Lead Clinician 
via Healthroster then the Lead Clinician does not need to sign the CT1form 
**If Clinical Director is applying 
 
 
Important  
Please submit all original receipts with peach claim form. 
 
PROPER RECIEPTS ARE REQUIRED.  CREDIT CARD SLIPS/BOOKING FORMS 
ARE NOT ACCEPTED. GROUP MEAL RECEIPTS MUST BE ITEMISED 
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Appendix F – Equality Impact Assessment Screening Form 

 

Equality Impact Assessment Screening Form 

Title Study Leave Policy for Senior Doctors 

Author Assistant Director of HR Informatics  

Directorat
e 

Workforce Development   

Team/ 
Dept. 

Medical Staffing 

Document Class 

Policy 

Document Status 

Revision 

Issue Date 

Feb  2017 

Review Date 

Feb 2020 

1 What are the aims of the document? 

This document sets out Northern Devon Healthcare NHS Trust’s system for 
the provision of study leave for senior medical staff. It provides a robust 
framework to ensure a consistent approach across the whole organisation 

 

2 What are the objectives of the document? 

The purpose of this document is to provide guidance on the local process for 
applying for and receiving agreement of study leave for senior medical staff. 
 
The Trust attaches the greatest importance to the continuing education and 
training of its professional staff and fully appreciates that professional 
training and medical excellence are inextricably linked. 
 
The policy applies to all senior medical staff. 
 
This policy and the monetary allowance will be reviewed annually by the 
management and LNC for implementation with effect from 1 April each year. 
 
Implementation of this policy will ensure that: 

 There is a clear process for senior medical staff to follow. 

 Study leave is linked to an individual’s personal development plan. 

3 How will the document be implemented? 

Medical Education Centre will hold evidence on individuals who have 
undertaken study leave on a rolling three year cycle. 
 

4 How will the effectiveness of the document be monitored? 

Process for Monitoring Compliance and Effectiveness 

 Monitoring compliance with this policy will be the responsibility of the 
Lead Clinicians. 

 Where non-compliance is identified, support and advice will be 
provided to improve practice.  
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Standards/ Key Performance Indicators 

Key performance indicators comprise: 

 All study leave applications followed process 

5 Who is the target audience of the document? 

Senior Medical Staff 
Lead Clinicians 
Medical Education Centre Staff 

6 Is consultation required with stakeholders, e.g. Trust committees and 
equality groups? 

Yes 

7 Which stakeholders have been consulted with? 

 Local Negotiating Committee (LNC) 

 Management Negotiating Forum (MNF) 

 Medical Advisory Committee (MAC) 

 Clinical Services Executive Committee (CSEC) 

8 Equality Impact Assessment 

Please complete the following table using a cross, i.e. X. Please refer to the 
document “A Practical Guide to Equality Impact Assessment”, Appendix 3, 
on Tarkanet for areas of possible impact.   

 Where you think that the policy could have a positive impact on any of the 
equality group(s) like promoting equality and equal opportunities or 
improving relations within equality groups, cross the ‘Positive impact’ box. 

 Where you think that the policy could have a negative impact on any of 
the equality group(s) i.e. it could disadvantage them, cross the ‘Negative 
impact’ box. 

 Where you think that the policy has no impact on any of the equality 
group(s) listed below i.e. it has no effect currently on equality groups, 
cross the ‘No impact’ box. 

 

Equality Group Posit
ive 

Impa
ct 

Nega
tive 

Impa
ct 

No 
Impact 

Comments 

Age   X Specific arrangements added to 
clarify process for retire and 
returners to ensure they receive an 
appropriate allocation of study 
leave/allowance 

Disability   X  

Gender 
Reassignment 

  X  
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Marriage and 
Civil Partnership 

  X  

Pregnancy and 
Maternity  

  X  

Human Rights  
(rights to privacy, 
dignity, liberty and 

non degrading 
treatment) 

    

Race   X  

Religion  

or Belief 
  X  

Sexual 
Orientation 

  X  

Sex   X  

 If you have identified a negative discriminatory impact of this procedural 
document, ensure you detail the action taken to avoid/reduce this impact in 
the Comments column. If you have identified a high negative impact, you 
will need to do a Full Equality Impact Assessment, please refer to the 
document “A Practical Guide to Equality Impact Assessments”, Appendix C, 
on Bob. 

For advice in respect of answering the above questions, please contact the 
Equality and Diversity Lead. 

9 If there is no evidence that the document promotes equality, equal 
opportunities or improved relations, could it be adapted so that it 
does? If so, how? 

 

Completed by: 
  
Designation Assistant Director of HR - Acute 
Trust Northern Devon Healthcare NHS Trust 
Date 2nd February 2017 
 

 


