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1. Introduction  

This document sets out Northern Devon Healthcare NHS Trust’s system for supporting 
Training and Study leave.  It provides a robust framework to ensure a consistent approach 
across the whole organisation, and supports our statutory duties as set out in the NHS 
Constitution. 

The policy relates to all study leave and entitlements other than for medical staff who will 
refer to the Senior Medical Staff Policy. 

Although prescriptive in nature, it is designed to ensure that staff are fairly supported in 
undertaking training and development in order to meet organizational objectives and 
evidence that they are safe and efficient at their role.    

2. Purpose 

The purpose of this document is to identify the systems and processes to be followed 
ensuring staff access to education, training and development that is appropriate to role, 
service need, workforce plans and strategic objectives within finite resources and 
organisational priorities. 

The policy applies to all Trust staff on substantive and fixed term contracts. 

There are additional agreements for Consultants and Junior Medical staff which are linked to 
this policy. The Policy will apply regardless of the source of funding – e.g. Workforce 
Development, Medical Education Budget or any other funding source.  

Implementation of this policy will ensure that:  

 All staff are aware of the requirements for attending statutory and essential training 
as identified on STAR. 

 Line managers plan and identify requirements against finite resources to ensuring 
that staff access appropriate training. 

 Support ‘time to train’ legislation giving clear processes for staff to apply for training. 

 Allocation of available resources can be made and used in the most appropriate way 
by the Trust. 

 Study leave is accessed in a way that supports value for money. 

 A workforce fit for purpose and future requirement is developed.   

 Allocation and support of study leave is fair and equitable to all staff. 

 Opportunities for staff development are linked to the annual appraisal system and 
supported to meet the needs of service. 

 The Trust meets the Skills for Health Core Skills Training Framework requirements. 
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3. Definitions 

Statutory Training 

This refers to training requirements that are set out in statute or law.  The Trust and every 
other employer is duty bound to comply with this and will be monitored externally on 
achievement.  Training such as fire, infection control or health & safety are examples in this 
category.  A full list of statutory and essential training can be can be accessed on the STAR 
Learner Management System.  Staff identified as out of date with their statutory training will 
be subject to a reminder and escalation process where necessary. 

Essential Training  

Training identified by the Trust and/or national standards as being essential for staff to 
access to enable them to do their job.  Some e.g. Induction or Safeguarding training, will be 
essential for 100% of staff.  Other training deemed essential may only be essential according 
to the individual staff role or staff group e.g. Medical Equipment or Medicines Management.   

Essential training is identified within other policies through specific training needs analysis.  
Training that the Trust requests staff to undertake can be found on STAR and identifies the 
required training and frequency according to role within the Trust.   

There may be other training opportunities that are essential which are identified as role or 
service specific and examples could be:  

 Where a Job Description, person profile or competencies requires the post 
holder to hold a registerable qualification and study is required to maintain 
registration. 

 Where training is identified through a business case or business plans in 
order to provide or develop services in line with the Trust’s strategic 
outcomes. 

Mandatory Training 

Mandatory Training is a generic term sometimes used in place of the terms Statutory and 
Essential Training.  Within the Northern Devon Healthcare NHS Trust, to avoid confusion, 
the terms Statutory and Essential Training are used as defined above.  Please note that a 
TD1 form is not required for attendance to statutory training. 

Developmental Training/ Education 

This is also known as continuing professional development (CPD) and comprises of training 
which may be identified to further the knowledge and skills of an individual or staff group.  It 
will normally be identified at the annual appraisal and should have a direct link to either the 
current role or career aspirations of the individual or potential service / strategic objectives.  
Developmental training will be supported only when statutory and essential training has been 
met. These needs will be prioritised for support and funding based on current service need 
and known service development and if developmental training requests are approved then 
financial support will be offered at 50% of costs.    
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Learning Activity 

This may involve one or more of a variety of learning methods.  For example: taught, 
classroom based study, self-directed study, reading, completing workbooks, attending a 
structured work shadowing or secondment, E-learning, project work or reflection.  As a 
learning organisation the Trust aims to support a variety of learning activities appropriate to 
the furthering of knowledge and skills of individuals and the teams they work within. 

E-learning 

eLearning (Electronic learning) will usually be accessed through STAR and  it may be in 
place of a taught session or supplementary to other forms of learning. eLearning will be 
promoted and recognised by the Trust as an alternative option to taught training where 
appropriate. 

Please note that Health Roster can be used to record the statutory/ mandatory eLearning as 
an option under study leave or, if statutory/mandatory eLearning is completed in employee’s 
own time, then managers must give the time taken for this back although it would be at the 
manager’s discretion as to when that would be given. 

TD1 

A local term for a Study Application Form which is used for requesting study leave and/or 
financial support for a learning activity.  This is required to be completed for study leave of 
more than one day or where the study incurs a cost and should be sent to Workforce 
Development at least six weeks prior to the training event being applied for.   

An authorized line manager/budget holder is required to sign in order to support study leave 
and apply for associated costs being requested.  TD1 forms are available from Workforce 
Development and Medical Education or downloadable via BOB.  Note that the TD1 
constitutes a learning agreement between the learner, their manager and the Trust 
regarding completion of any training/learning event and the possible pay back of 
costs.  

The rationale for any decisions not to fund a training request will be given to the applicant 
and line manager. 

All costings should be included in the form before it is submitted to Workforce 
Development as this is being sent for signed approval.  If no monies have been identified 
and a claim form is received after the event, this will NOT be paid. 

Claim Form 

Currently, a peach coloured form is used for claiming authorized training and development 
expenses where such expenses have been pre-authorized against a TD1.  No costs will be 
paid if not previously identified and agreed on a TD1 and all costs should be in line with the 
identified allowances referred to in Appendix B.  It is recognized that the Trust is moving 
towards full utilization of electronic claims for expenses and this process will be reviewed 
over time. 

Click Travel 

 Click Travel is the Trusts online travel and accommodation booking system. 

 All travel and accommodation within the Trust must be booked using Click. 
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 Workforce Development will use Click for TD1 related travel and 
accommodation for Trust cost centre based staff.  

4. Responsibilities  

Role of the Trust 

 The Trust will fund study within finite resources.  All Departments receive a 
nominal budget from the Trust’s Workforce Development Department to assist 
with prioritisation of training applications; otherwise all approved training 
applications will be funded through a central budget held by Workforce 
Development.  

 The Trust will fund provision of and support access to Statutory and Essential 
training  

 The Trust will consider and fund where practicable training that is identified at 
appraisal or through business/ workforce plans development that is essential for 
role or service.  

 The Trust will consider requests for training activity defined as developmental and 
the decision to support will be subject to service need, known developments and 
available funding in any financial year.   If agreed, developmental training will 
receive financial support of 50% of costs where training is not identified as 
essential to role or service.  

 Study leave and expenses will be authorised against the priorities outlined in this 
policy and decisions by the Trust will not discriminate in any way.   

 All decisions to support study will be made in accordance with the Equal 
Opportunities Policy. 

 The Trust will only authorise payment and leave according to the Standing 
Financial Instructions, Scheme of Delegation and Schedule of Allowable 
Expenses. 

 Authorisation for study leave outside that identified as statutory or essential on 
STAR will be withheld by the Trust if evidence cannot be produced to confirm the 
applicant’s completion and currency of identified statutory and essential training 
for their role and of appraisal. 

 The Trust will maintain central records of individual learning activity and access to 
training events on STAR.   

 The Trust will pay authorised study expenses monthly at the same time that 
salary/wage payments are made, providing authorised claims are submitted 
within three months of completion of the training event. Payment will only be 
made against presentation of appropriate receipts. 

 The Trust will undertake audit sampling on non-attendances at in-house booked 
events.  

 The Trust will review annually the funding available to support learning and 
development activity. 

 To assist with equity of training requests and funding allocation, funds will be 
allocated to Divisions each year to enable prioritisation of essential training in that 
division.  Each Division will be informed at the start of the financial year of the 
funding available to them and of quarterly expenditure against their nominated 
allowance.  Any applications which exceed their nominated allowance will not be 
approved.  
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Role of Line Managers/ Department Heads 

 Line managers are responsible for identifying individual learning needs linked to 
roles.  The priority order for this will be:  

1.  Statutory and essential  training as per the Skills for Health Core Skills Training  
Framework 

2.  Training deemed essential for the delivery and development of the service 
3.  Developmental learning activity. 
 

 Managers will monitor that statutory and essential training has been undertaken in 
their area(s). 

 Managers will be responsible for managing escalation of non-compliance in 
consultation with the HR Department see Appendix F 

  Managers will ensure that their staff have undertaken the necessary statutory and 
essential training before supporting any other study leave, this must also be 
reviewed when undertaking the annual appraisal. 

 Learning needs must be discussed with staff, agreed and recorded at the annual 
appraisal interview.   

 All study leave and expenditure is subject to the TD1 approval and monitoring 
system, funding should not be agreed outside of this.  Ad hoc/ opportunistic 
learning opportunities that arise throughout the year can only be supported against 
the above criteria and must be fully supported by line managers in terms of 
applicability before consideration on funding can be made.   

 In keeping with the process for development of annual Workforce Plans, Line 
managers/Divisional leads must identify predicted costs of training annually and 
notify Workforce Development of their departmental learning plans each year.  
This plan should include essential service related training where service 
developments are planned in line with their operational and workforce plans. 

 Managers will ensure that support of any study leave and support of payments are 
within the Trust Standing Financial Instructions and Scheme of Delegation. 

 All decisions on the support of training and allocation of leave will follow the 
Trust’s Equal Opportunities Policy. 

 Managers must ensure staff have appropriate time off to attend statutory training. 

 Managers must plan rotas to enable staff to attend training during working hours 
e.g. not straight after a night shift.  

 Managers are expected to check what has been learnt from this experience and 
enquire on how this could change/adapt the service that is given. 

 

Role of All Staff 

 Individual staff will participate in an annual appraisal interview at which individual 
learning needs/objectives will be identified and agreed.  

 Staff must undertake to request study leave/training activity at least six weeks 
prior to the event, through the agreed processes to allow a decision about event 
applicability and absence cover to be made. Applications undertaken within six 
weeks of study may not be considered.  

 Staff must ensure they have attended/accessed statutory and essential training 
identified by the Trust applicable to their role within the timescale required before 
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requesting any other training.  Failure to do so may result in being subject to an 
escalation process.  

 Individuals will be responsible for paying any expenses incurred, if not previously 
authorised by the Trust in writing through the TD1 process. 

 Individuals will be expected to demonstrate the value of supported learning 
activity by applying the learning to practice and feeding back to colleagues as 
required along with completion of a study review form (issued upon approval of 
an application) which can be completed and returned to Workforce Development.  

 Staff who wish to claim expenses, for previously authorised expenses must 
submit forms to Workforce Development within three months of completion of the 
training event.  For long courses, monthly claims must be submitted.  

 Staff have a responsibility to attend a booked event.  If attendance is prevented 
e.g. due to illness, or clinical pressures the Workforce Development/ Medical 
Education Department and the line manager must be informed of the absence in 
the normal way on the day.  Any non attendance will be followed up and may 
result in being subject to an escalation process.  

 Staff are responsible for ensuring that they are fit to attend events. 

 Staff who leave the Trust within an agreed period after attendance to a training 
event via the TD1 process should be aware that funded costs may be recovered. 

Workforce Development 

 Workforce Development will provide monthly performance reports relating to 
completion of training and appraisals to Divisions.  Where necessary Workforce 
Development will follow up non completion of training and escalate to local 
managers (see Appendix G). 

 Workforce Development will review attendance data held within STAR, against 
the requirements on the Skills for Health Core Skills Training Framework to 
produce an annual training prospectus which will be approved through the 
appropriate channels of the Trust’s Workforce Organisational Development 
Committee each October for the following calendar year 

 Workforce Development will identify annually funding for training that is available 
for each Division and this will be allocated within the central budget and details 
made available to the relevant Division.  

 Workforce Development will review and approve as appropriate TD1’s received 
for agreed study within allocated budget. 

 Workforce Development will provide details of expenditure to Divisions on a 
quarterly basis. 

 Workforce Development will challenge appropriateness of applications and 
suggest suitable alternatives where practicable. 

 Workforce Development will monitor Trust expenditure on study fees and related 
costs and ensure cost effectiveness. 

 Workforce Development will monitor quality of study approved. 

 Where approved, Workforce Development will book accommodation and travel 
through CLICK to ensure the most efficient use of financial resources. 
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Staff Employed Through Agencies 

 Staff who are employed through agencies are responsible for ensuring that they 
are up to date with statutory and essential training.  

 Staff employed on the Trust Bank through NHSP can attend the Trust Induction, 
Manual Handling, statutory training events and Basic Life Support. Bank staff are 
not paid for the hours that they attend training events. 

5. Process for Requesting Training or Study Leave (See 
Appendix A) 

Initial request 

Opportunities for training and study will be advertised on STAR or may be received direct by 
individuals. 

Staff must ensure they have attended/accessed statutory and essential training identified by 
the Trust applicable to their role within the timescale required before requesting any other 
training.   

Staff must first ensure that any application is agreed by their line manager.  A TD1 should 
then be completed for any course that requires financial support or exceeds 1 day.  

No booking or confirmation of attendance should be made by the individual or manager until 
approval has been attained through Workforce Development, where a booking is made prior 
to approval the individual may be liable to meet any costs incurred. 

Confirmation 

Confirmation of a booked place and any other relevant joining instructions will be made by e-
mail to the individual and where a TD1 has been submitted a copy will be returned to the 
individual.   

Confirmation of an external event where leave and funding are agreed will also be in writing, 
usually by return of theTD1 application form. 

Where applications are not approved a full rationale for this will be provided to the individual 
and line manager. 

All requests for study leave and expenses (whether Trust or sponsored) must be made on 
the appropriate form (TD1).  Even if there are no direct costs of the development, there is 
still a cost to the organisation in terms of study leave which requires formal authorisation. 

All requests and authorisations will be subject to the Trust’s Standing Financial Instructions. 
This includes any requests where commercial sponsorship is involved or where the event is 
being held outside of the UK. 

Non-Attendance 

In the event of non-attendance at booked study, line managers will be notified of failures to 
attend and asked to identify the reasons.  

Line managers are responsible for ensuring that staff are rebooked to attend statutory and 
essential training that has been missed and for dealing with any issues of unauthorized 
absence as per Trust policies. 
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Failure to appropriately notify your manager of non-attendance at an approved course will be 
followed up through Workforce Development and line manager as outlined above and may 
be treated as unauthorized leave or warrant any other appropriate sanction.   

Failure to submit any required academic work on an approved course, without reasonable 
justification, will be followed up through Workforce Development and line manager as 
outlined above and may result in an appropriate sanction. 

Failure to attend booked study leave may be referred to Counter Fraud for investigation if 
there is any indication that non-attendance was intentional and managers were not notified.   

Notification 

Any study taken/achieved in own time will be added to the training record if notification is 
made to the Workforce Development department.  All training and qualifications achieved 
will be recorded on STAR.  

Applications for study must be made in a timely manner any study applications received 
within six weeks of the planned study may not be approved.  

Any TD1 received after the period of study will not be approved and the individuals will be 
liable for the costs.  

If undertaking study whilst on sick leave, then attendance at any study should only occur if 
prior medical confirmation that attendance is not prejudicial to the individual’s recovery has 
been received along with agreement from the line manager that attendance is approved.  
Human Resources advice should be sought where necessary. 

‘Time to Train’ 

Under the Employment Rights Act 1996, you can request: 

 Training leading to a qualification  

 Training to help you develop skills relevant to your job, workplace or business 

There is no time limit for the length of time that the study or training may take. 

The most important requirement is that the training you want will help improve business 
performance and your effectiveness in your employer's business. 

The training could be: 

 In an area directly related to the type of work you are currently doing  

 Something that will help you progress within the business  

 Something that will help you progress in a different area 

A right to train application should be made following the same processes as any other study 
leave application the TD1 will be considered but please indicate the application to be a right 
to train application. 

6. Financial Support, Funded Study Leave and Expense Claims 

Evidence of any external funding support must be attached to the TD1 on submission. 
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Individuals, line managers, Medical Education or Workforce Development are responsible for 
identifying that statutory and essential activity has been satisfactorily undertaken (or booked) 
before considering or authorising any other learning activity.  

Line managers will consider how requests match the service, Workforce Plans and known 
service developments or strategic objectives. 

The Trust will ensure there is equity for all staff in accessing learning activity, e.g. previous 
significant access within the previous financial years may result in a refusal.  

Managers must ensure the amount of study leave/numbers of staff who may be supported at 
any one time will not compromise service activity/patient safety prior to submitting 
applications to Workforce Development for approval.  Every effort will be made to support 
essential learning activity however the Trust may withhold authorisation if finances are not 
available to support study, or cancel attendance if service delivery is at risk. 

Study leave of one day equates to 7.5 hours of activity, and for a half day – 3.5 hours.  This 
is the measurement for paid study leave regardless of the length of shifts normally worked or 
the travel time that may be incurred to get to the event. There should be discussion between 
the person undertaking the study and their line manager to agree an appropriate time to 
make up any lost hours as it may not be appropriate to return to work immediately after a 
study session and the time would therefore be made up at an agreed date.  

Example: A one-day study event but 12 hour shift normally worked, allowing for breaks, 4 
hours would need to be worked to make up the time this would be agreed under discussion 
with the person undertaking study and the manager to agree the most suitable time to make 
up the lost hours. 

Example: Traveling time to the event is normally expected to be in own time.  If travel time/ 
distance is excessive and paid time is requested, this should be added to the TD1 request 
for consideration and authorisation at the time of initial request e.g. traveling to London the 
afternoon before an event, if authorised, will be paid at normal rates.  Alternatively, flexi-time 
can be arranged with the supporting manager if travel time out of normal working hours is 
approved, 

Where absences from work due to travel exceeds a total of  three hours or includes an 
overnight stay 50%of this absence time can be claimed if included on the original application 
up to a maximum of 5 hours in any 24 hour period. 

All funding, expenses and other support associated with study is, if granted, an employee 
privilege. Any abuse of study leave or study support may be referred to Counter Fraud for 

investigation.   

Financial support 

Financial support for study may include fees, travel and subsistence.  These costs must be 
clearly itemised by the claimant when approval is requested. Travel and subsistence will be 
paid at approved rates (see Appendix B) as per current Agenda for Change agreements, 
however where Developmental study is approved any costs will only be 50% supported.  
Where mileage is included in a developmental study request it will be paid at the at the 
published reserve transport rate, not full business rate, again as per current Agenda for 
Change agreements (see Appendix B).  Claims amounting to less that £5.00 may not be 
authorised. 
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If an individual is being asked by the Trust to attend a particular programme in order to meet 
essential service provision or developments, all study time, fees, travel and subsistence will 
be supported in full as per current Agenda for Change published rates 

If attendance is at the individual's request, financial and study leave support may not be 
granted.  If support is available in year, support may be agreed at 50% of total costs.  This 
percentage applies for fees and study time.  Travel costs will only be funded at the published 
reserve rate and associated expenses such as parking costs will not be funded for 
developmental training.   

Where study leave is supported at 50%, staff can request support through a salary 
deductions scheme. This can be arranged with Workforce Development, employees 
contributions will be deducted from salary at an agreed amount over an agreed period within 
the current financial year. 

Health Education England Funded University Contract Modules may fall into either the 
essential or developmental category dependent upon role and the same support applies full 
support for essential and 50% study leave for  developmental.  

Travel, accommodation, subsistence and incidental expenses may only be reimbursed when 
previously authorised – i.e. before the event.  Rates will be paid at the agreed levels as 
outlined in Appendix B. and these rates are as published in the current Agenda for Change 
and Medical and Dental agreements.  In certain circumstances, these rates may be 
increased (where previously authorised).  For example:  inner city areas an increase in hotel 
allowance and/ or taxi travel to ensure personal safety.   The Workforce Development 
Department will book travel and accommodation through CLICK as required and in 
discussion with the individual attending. 

If an individual chooses to withdraw from a course or to leave the Trust within 2 years 
of expenses being claimed for developmental training, then fees and expenses will 
currently be reclaimed as detailed: 

 100% if the individual leaves the Trust within 6 months of completing study 

 75% if the individual leaves the Trust within 12 months of completing study 

 50% if the individual leaves the Trust within 18 months of completing study 

 25% if the individual leaves the Trust within between 18 and 24 months of 
completing study. 

Currently this will not apply to any expenses incurred in relation to statutory or essential 
training although this, along with repayment ratios is under continuing review.  

Recovery of costs will be considered on an individual basis.   A calculation will be made and 
repayment claimed from the last salary payment.  If the amount is over £400 an agreement 
will be drawn up with the staff member for repayment. 

7. Sponsorship and Charitable Funding  

Individuals may seek funding from Trust Charitable Funds for developmental training where 
these exist.  In these cases, the process outlined in this policy will apply and the charitable 
funds approval number must be given on the TD1 request and subsequent purchase order. 
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Individuals seeking commercial sponsorship are subject to the Trust Standing Financial 
Instructions and NHS Standards of Business Conduct.  Advice is available from Internal 
Audit or the Medical Education/ Workforce Development Teams on the correct form of 
wording to be used on correspondence with commercial organisations to seek and/ or 
accept sponsorship.  This applies both for individual or event funding. 

Money from commercial organisations for training purposes must either be paid direct to the 
external training organiser by the company or, into a Trust budget; on no account should 
money be accepted by or paid into individuals’ private bank accounts.   

Staff are still required to submit a TD1 request to cover the authorisation of study leave even 
if funding is secured from a commercial or charitable source. Full details of the funding – 
source and amounts, must be shown on the application form again no booking should be 
made until approval has been gained. 

8. Appeals Process 

Where there is a difference between the individual and the organisation in relation to study 
leave then a grievance or dispute can be raised through following the organisations 
grievance process. 

9. The Development of the Policy 

Prioritisation of Work 

Review of essential training by the Trust and other external bodies has been undertaken in 
the last year.  This prioritisation has driven the development of the risk management training 
needs analysis. This policy has evolved to ensure clarity in respect of funding and support 
for all study activity. 

Document Development Process 

As the author, the Assistant Director of Workforce or the Training Manager is responsible for 
developing the policy and for ensuring stakeholders are consulted with. 

Draft copies were circulated for comment before approval was sought from the relevant 
committees. 

Equality Impact Assessment 

The Trust aims to design and implement services, policies and measures that meet the 
diverse needs of our service, population and workforce, ensuring that none are placed at a 
disadvantage over others.  An Equality Impact Assessment Screening has been undertaken 
and there are no positive or negative impacts.  (See Appendix C). 

10. Consultation, Approval and Ratification Process 

Consultation Process 

The previous policy, superseded by this version, underwent extensive distribution for 
consultation before being ratified. 

The author consulted widely with stakeholders, including: 
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 Line Managers 

 Workforce Development Team 

 Human Resources Team 
 

Consultation took the form of a request for comments and feedback via email. Hard copies 
were available on request. 

Policy Approval Process 

Initial approval of the policy was given by the Policy Group and PER and Workforce 
Organisational Development Committee (WODC).  

Final approval was given by the Clinical Services Executive Committee in May 2008. 

Ratification Process 

This policy version was ratified by a WODC subgroup on 22nd June 2018. 

11. Review and Revision Arrangement Including Document 
Control 

Process for Reviewing the Policy 

The policy will be reviewed every three years. The author will be sent a reminder by the 
Corporate Affairs Manager four months before the due review date. The author will be 
responsible for ensuring the policy is reviewed in a timely manner and that the reviewed 
policy is initially approved by the Education Strategy Group, then the Policy Group and given 
final approval by the Strategic Workforce Development Group. 

If this policy has been identified as required by the NHS Litigation Service (NHSLA), the 
author will ensure the Compliance Manager is sent an electronic copy. 

The author must update the Document Control Report each time the policy is reviewed. 
Details of what has changed between versions should be recorded in the Document Control 
Report. 

Process for Revising the Policy 

In order to ensure the policy is up-to-date, the author may be required to make a number of 
revisions, e.g. committee changes or amendments to individuals’ responsibilities or financial 
allowances. Where the revisions are minor and do not change the overall policy, the author 
will present the revised version to the Strategic Workforce Development Committee for 
approval. 

For NHS Litigation Authority (NHSLA) policies, the author will notify the Compliance 
Manager when a revision is being made or when the document is reviewed. The Compliance 
Manager will ensure that the revised document meets the NHSLA/CNST standards. 

The author must update the Document Control Report each time the policy is revised. 

Document Control 

The author will comply with the Trust’s agreed version control process, as described in the 
organisation-wide Guidance for Document Control. 
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12. Dissemination and Implementation  

Dissemination of the Policy 

After approval by the Workforce Organisational Development Group, the author will provide 
a copy of the policy to the Corporate Affairs Manager to have it placed on the Trust’s 
intranet. The policy will be referenced on the home page as a latest news release. 

Information will also be included in the weekly Chief Executive’s Bulletin which is circulated 
electronically to all staff. 

An email will be sent to senior management to make them aware of the policy and they will 
be responsible for cascading the information to their staff. 

In addition, staff will be informed that this policy replaces any previous versions. 

Implementation of the Policy 

Line managers are responsible for ensuring this policy is implemented across their area of 
work. 

Support for the implementation of this policy will be provided by the Learning and 
Development and Medical Education Departments 

13. Archiving Arrangements 

Library of Procedural Documents 

The author is responsible for recording, storing and controlling this policy. 

Once the final version has been ratified, the author will provide a copy of the current policy to 
the Corporate Affairs Manager so that it can be placed on Tarkanet.  Any future revised 
copies will be provided to ensure the most up-to-date version is available on Tarkanet. 

Archiving Arrangements 

All versions of this policy will be archived in electronic format within the Workforce 
Development Team policy archive.  Archiving will take place by the Head of Workforce 
Development once the final version of the policy has been issued. 

Revisions to the final document will be recorded on the Document Control Report. Revised 
versions will be added to the policy archive held by Workforce Development Team. 

Process for Retrieving Archived Policy 

To obtain a copy of the archived policy, contact should be made with the     Workforce 

Development Team. 

14. Process for Monitoring Compliance Effectiveness 

Compliance with attendance at statutory and essential training will be monitored by the 
Workforce Development through monthly and quarterly reporting released to all Heads of 
Department.  Individual compliance will be checked at annual appraisal and upon 
authorisation of annual or study leave. 
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Compliance will be monitored through Divisions at monthly performance meeting held 
between the Divisions management and directorate team, overall Trust figures will be 
presented at Monthly CSEC meetings. 

Equitable access to activity will be monitored through registers held within STAR monthly 
through the Workforce Development team.  

Specific reports in addition to the monthly and quarterly schedule will be generated on 
request all specific reports will be reviewed by the requesting manager and the workforce 
Development team 

Failure of staff to attend booked events will be monitored by the Education/ Workforce 
Development departments and line managers requested to follow up for action through 
unauthorised leave procedures via email. 

The Trust Internal Financial Audit Department will undertake audit of financial processes and 
claims against Standing Financial Instructions as part of its routine activity. 

Records of specific activity will be provided as evidence for external reviews by the 
Commission for Health, Strategic Health Authority and Health & Safety Executive. 

15. Associated Documentation 

 Appraisal Policy 

 Equal Opportunities Policy 

 Gateway Policy 

 Standing Financial Instructions 

 Time to Train (www.direct.gov.uk) April 2011 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.direct.gov.uk/
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Appendix A: Study Leave Approval Process  
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Appendix B: Current Allowances Payable for Travel and Subsistence 

(Applicable from 1st July 2014 and subject to annual review) 

 

The current transport rates used in the Trust can be found at: 

http://www.nhsemployers.org/your-workforce/pay-and-reward/agenda-for-
change/nhs-terms-and-conditions-of-service-handbook/mileage-allowances 

(last accessed 30thNovember 2017 ) 

Attendance on Training Courses 

Additional travel costs 

 
Incurred when attending courses, conferences or events at the employer’s 
instigation will be reimbursed at the standard rates in Table 7 when the 
employer agrees that travel costs should be reimbursed. 

Subject to the prior agreement of the employer, travel costs incurred when 
staff attend training courses or conferences and events, in circumstances 
when the attendance is not required by the employer, will be reimbursed at 
the reserve rate in Table 7, in line with the rules on eligible mileage in 
paragraph 17.15 and Table 8. 

Which is found at: 

http://www.nhsemployers.org/employershandbook/Section-17-
Reimbursement-of-travel-costs-1.pdf 

(last accessed 30th November 2017 )  

 

Sources: AfC Terms and Conditions Handbook.  Annex L and Annex M 

 

 

 

 

 

 

 

http://www.nhsemployers.org/your-workforce/pay-and-reward/agenda-for-change/nhs-terms-and-conditions-of-service-handbook/mileage-allowances
http://www.nhsemployers.org/your-workforce/pay-and-reward/agenda-for-change/nhs-terms-and-conditions-of-service-handbook/mileage-allowances
http://www.nhsemployers.org/employershandbook/Section-17-Reimbursement-of-travel-costs-1.pdf
http://www.nhsemployers.org/employershandbook/Section-17-Reimbursement-of-travel-costs-1.pdf
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Appendix C: Equality Impact Assessment Screening Form 

Equality Impact Assessment Screening Form 

Title Training and Study Leave Policy 

Author Katie Milton, Assistant Director of Workforce 

Directorate Personnel and Development 

Team/ Dept. Workforce Development 

Document Class 

Policy 

Document Status 

Review 

Issue Date 

March 2018 

Review Date 

March 2021 

1 What are the aims of the document? 

This document sets out Northern Devon Healthcare NHS Trust’s system for Training and 
Study leave.  The policy relates to both study leave for statutory and essential training and 
continuing professional development and to the support and allowances payable.  

2 What are the objectives of the document? 

The purpose of this document is to identify the systems and processes to be followed to 
ensure staff can access education, training and development appropriate to their role. 

3 How will the document be implemented? 

Implementation of this policy will ensure that:  

 All staff are aware of the requirements for attending statutory and essential training and 
these needs are prioritised 

 Line managers are able to plan and allocate resource to ensure that staff access the 
correct training 

 Allocation of available resources can be made and used in the most appropriate way by 
the Trust that offers best value for money, a workforce fit for purpose and is fair and 
equitable to all staff. 

 Opportunities for staff development are linked to the annual appraisal/Development and 
Review system and supported in a fair way to meet the needs of the service. 

4 How will the effectiveness of the document be monitored? 

Compliance with attendance at statutory and essential training will be monitored by Workforce 
Development through monthly and quarterly reporting released to all Heads of Department.  
Individual compliance will be checked at annual appraisal and upon authorisation of study 
leave requests. 

Compliance will be monitored through Divisions at monthly performance meetings held 
between the Divisions management and directorate team, overall Trust figures will be 
presented at Monthly Finance and Performance meetings (or equivalent). 

Equitable access to activity will be monitored through registers held within the Electronic Staff 
Record monthly through the Workforce Development team.  

Specific reports in addition to the monthly and quarterly schedule will be generated on request 
all specific reports will be reviewed by the requesting manager and the Workforce 
Development team. 

Failure of staff to attend booked events will be monitored by the Medical Education/ Workforce 
Development departments and line managers requested to follow up for action through 
unauthorised leave procedures via email. 

The Trust Internal Financial Audit Department will undertake audit of financial processes and 
claims against Standing Financial Instructions as part of its routine activity. 

Records of specific activity will be provided as evidence for external reviews by the 
Commission for Health, Strategic Health Authority and Health & Safety Executive. 
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5 Who is the target audience of the document? 

The policy applies to all Trust staff on substantive and fixed term contracts. Elements of 
Statutory and essential training also apply to staff employed through an agency or by contract 
with another organisation and to students and volunteer staff. 

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

Yes 

7 Which stakeholders have been consulted with? 

 Line Managers 

 Learning and Development Team 

 Human Resources Team 

 Staff Side 

 Senior Nurses 

 Executive Team 

 Members Strategic Workforce Development Committee 

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 

Positive 
Impact 

Negative 
Impact 

No Impact Comments 

Age   X  

Disability   X  

Gender   X  

Race /  
Ethnic 
Origins 

  
X 

 

Religion  
or Belief 

  X  

Sexual 
Orientation 

  
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 3, 
on Tarkanet. 

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? 

Supports equality through one central system and monitoring enabling equal access to all staff 
across all equality groups 

 

Completed by: 
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Name Andy Cox 

Designation Content & Compliance Manager 

Trust Northern Devon Healthcare NHS Trust 

Date March 2018   
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Appendix D: TD1 Form 

 

 

 

                  APPLICATION FOR Study / Developmental Leave 

 
Section One: Personal Details (ALL FIELDS ARE MANDATORY – STAFF MEMBER TO 
COMPLETE) 

Full Name  

& Title 

Dr/Mr/Mrs/Miss/Ms 

 

Date of 
Birth 

 

Job Title  Band  

Staff Group 

 

 

Department  Cost 
Centre 

 Directorate  

Home Address: 

 

Post Code: 

Work Email Address: 

Work Contact Number: 

Mileage 

Home to base to 
home 

 

ESR/Payroll 
Number 

 

Section Two: Statutory and Essential Training  

Evidence of current Statutory and Essential training is required before application can 
be considered, please give dates: (if your training is out of date, please specify the date 
you are booked to attend)  

Infection 
Control 

 

 

Moving and 
Handling 

 

Fire  

 

Safeguarding 
Children 

 

Health and 
Safety 

 

 

Safeguarding 
Adults 

 

WORKFORCE 
Development 

Learning agreement & terms of funding – please read these notes: 

 Applications must be agreed by your line manager and authorised by the directorate manager & submitted to Workforce Development, 
Bideford, at least 6 weeks prior to event.    Please complete all sections as directed , incomplete forms will be returned and will delay your 
application    

 Events must be linked to an Appraisal or Development and Review interview 
Please quote TD1 reference on all correspondence and claims.  

 All agreed claims must be made within three months of the event, and must be submitted on training expense forms and must be supported 
with original receipts  

 Applicants will be personally liable to meet costs if event/travel are booked without prior authorisation  

 Should you leave the Trust within 24 months of completing an event identified as developmental, or accessed through the TD1 process, then 
you will be required to repay costs as identified in the study leave policy. 

Office Use Only 

TD1: 

 

COST CENTRE: 
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Resuscitation  Last Appraisal 
Completed Date 

 

Please list all courses that you have received 
funding for in the last two years 
 

 

 

 

Section Three: Study / Developmental Leave Applied for  

Type of Study / 
Development 
(please tick) 

 

Course 

 

Conferen
ce 

 

Study 
Day 

 

Work 
Shadowi
ng 

 

Other 

 

Title of Study / 
Development 

 

Education Provider 
Details 

(eg link to website) 

 

 

Please attach supporting details i.e. flyer, booking form, letter of agreed supervision 
etc. 

Venue  

including Post Code 

 

 

Dates From  To  Total 
Days 

 

 

Times From  To  

 

  

Section Four: Costs 

INDICATIVE TRAVEL/ACCOMMODATION COSTS CAN BE OBTAINED FROM CLICK 
TRAVEL – CONTACT YOUR DIVISION’S NOMINATED CLICK USER FOR ASSISTANCE 
IF NECESSARY 

Breakdown Cost  

Please include VAT if 
applicable 

Notes i.e. funding agreed, percentage 
self fund, shared transport 

Study/Development 
Fees 

£   

Travel costs  

(Fares / mileage) 

£   

Other costs  

(Accommodation, subsistence 

parking, bus, tube fares, meal 
allowances as set out in the Trust 
Study Policy) 

£  Please breakdown: 

 

Total Cost 

 

 

£ 
Budget Stamp 



Training and Study Leave Policy 
FINAL May 2018 V5 
                                                                                   

   
 

Workforce Development  Page 26 of 34 

 

 

Self-Contributions 

 

£ 

  

 

Sponsorship 

 

£ 

Sponsor Name(s) 

 

 

Charitable funds 

 

£ 

Approval Number 

 

Section Five – Travel Preferences/Arrangements   

If your application is approved, do you require Workforce Development to book your 
travel and accommodation?    YES        NO 

If YES, complete the information below: 

Outward Journey Return Journey 

Date:  Date:  

Depart From:  Depart From:  

Destination:  Destination:  

To arrive no later than:  To leave after:  

Do you hold a Rail Card?      YES        NO   If YES, please state type?  

Other special requirements/instructions:  

 

Accommodation Requirements 

Distance from venue 

Number of miles 

 Hotel parking 
essential 

Yes/No 

Room Only or Bed & 
Breakfast 

 Willing to share 
twin room with 
colleague? 

Yes/No 

If yes, please state name 

 

 

If you are attending the 
event with colleagues, 
please state their names  

 

Other relevant 
information/requirements 

 

 

Section Six: Reasons for Request and Support  

How do you 
anticipate this 
learning will 
contribute to your 
role  
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Declaration:  

I confirm that where sponsorship or external funding is involved, I have made the 
appropriate declaration to the Director of Workforce and Line Manager (as appropriate) 
and I hold the appropriate letters from the company providing the sponsorship (Trust 
Sponsorship Guidance Notes Appendix 1).  I have attached permission from the Chief 
Executive if the study leave is overseas.  I have read and understood the notes on the 
front of this form and in signing this I understand these terms and conditions.  

If your Manager identifies this study as developmental/CPD, your application will 
only be considered for 50% funding.  If you are not willing to self-fund 50%, please 
tick here  

Signature of 
Applicant 

 

 

 

Date  

Section Seven: Manager Support  (MANAGER TO COMPLETE) 

 

Manager’s 
Agreement:   

 

 

 

 

    YES     NO  

 

If Yes please complete the following: 

I agree to release the applicant for the leave as detailed and 
confirm that the services of the Trust will not be affected.  I 
support the application for the following reason: 

 

 

If NO please give reasons below: 

 

IS THIS STUDY 

 

Developmental/CP
D or 

Essential to 
service 

 

   Developmental/CPD      Essential to Service 

 

If Essential to service has this study been identified in your 
workforce or business plan?     YES     NO 

 

By selecting YES you agree to provide Workforce 
Development with supporting evidence of your workforce and 
business plans’  

 

Can this learning 
be sought via an 
apprenticeship 
programme?   

 

 

Please check to see if a qualification is available within your field.  If you can identify a 
relevant course you will need to source this training as this will fall under our Apprenticeship 
Levy. Information available on BOB: 

http://ndht.ndevon.swest.nhs.uk/workforce-development-2/engaging-the-young-
workforce/apprenticeships/  

 

How do you anticipate this 
learning will contribute to 

 

http://ndht.ndevon.swest.nhs.uk/workforce-development-2/engaging-the-young-workforce/apprenticeships/
http://ndht.ndevon.swest.nhs.uk/workforce-development-2/engaging-the-young-workforce/apprenticeships/
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service provision? 

 

Has this study been prioritised 
within service objectives 

 

   YES, Please provide details:  

 

 

 

 

   NO, Please provide an explanation:  

 

 

 

Which Trust objectives does 
this study relate to? 

 

 

 

Was this learning 
identified as part of 
an appraisal                                

   YES        NO Name of Clinical 
Mentor / 
Supervisor  

(if required) 

 

Could this Development be 
undertaken by other means 
i.e. Personal Study, reading, 
work based learning? 

 

Is the learning credited eg. CPD/CATs/CME/Academic 
Points  

(please state type and amount) 

 

Line Managers 
Name:  

(please print) 

 

 Line 
Managers 
email 
address: 

 

Line Manager 
support:                                                    

 

Signature 

 

 

Date 

 

 

Section Eight: DIRECTORATE / DIVISIONAL Support  

(DIVISIONAL DIRECTOR OR NOMINATED SIGNATORY TO COMPLETE) 

 

DECLARATION: 

I support this study application 

 

   YES        NO 

If NO please give details: 

 

Divisional 
Approvers 
Name: (please 

 Divisional 
Approvers 
email 
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print) 

 

address: 

 

Directorate or 
Division 
support: 

Signature 

 

 

Date 

 

 

Section Nine: WORKFORCE APPROVAL 

 

 

Approved: 

 

Name 

 

 

Signature 

 

 

Date 

Approved: 

 

Name 

 

 

Signature 

 

 

Date 

Declined: Reason/s 

 

 

 

 

 

Name 

 

Signed                                         Date 
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                  Appendix E: Group TD1 Form 
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Appendix F 

Escalation Process for Non-Compliance of Statutory/Mandatory Training 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Training reports circulated from Workforce Development on 
monthly basis and non-compliant areas/individuals are identified 

Within two weeks of receipt of training report local 
manager raises with individual staff member(s) the 

requirement to access/book necessary training  

If still non-compliant after one month from initial discussion then 
local manager initiates escalation process sending Reminder letter 

to member(s) of staff  

issue is not addressed then local manager 
commences disciplinary process with 
members(s) of staff and involving HR 

Department 

Compliance issues addressed through 
attending/booking training 

If non-compliance is still an issue two months on from initial 
discussion then local manager sends Final letter to member(s) of 

staff requesting immediate action 
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Appendix G: Escalation Letters 

 

Strictly Private & Confidential 

Addressee Only 

 

NAME 

ADDRESS  

 

DATE 

Dear NAME, 

Reminder letter 

I am writing to inform you that our records from the monthly Training Status Report indicates that you 
are out of date with one or more of your statutory and mandatory training subjects.   You have a 
personal responsibility to maintain your training to ensure that you are kept up to date and can work 
as safely as possible as well as to meet professional and legal responsibilities.   

If you are not sure of the training that you are required to undertake then: 

 the ‘What training do I need?’ diagram has been attached for your information 

 You are able to access your own training history through STAR. 

Online and face to face training can be booked on line through STAR.  Should you have any difficulty 
in accessing your training then please discuss this with me or feel free to contact Workforce 
Development ndht.learningsupport@nhs.net, Tel. 01237 420261.  

The Trust has aligned itself to the National Skills for Health Core Skills Training Framework and it is a 
requirement for ALL staff to complete training and for managers to release staff for this purpose.   

The Trust will not escalate this further at the present time, however I request that you bring your 
training up to date at the earliest opportunity.  I do need to point out that continued non-compliance 
will be notified to the Trust Executive and Board and I hope not to have to escalate this matter through 
the Disciplinary policy.   

Thank you for your understanding and action. 

Yours sincerely 

Name:  

Position:   

 

Local Work Address 

 

mailto:ndht.learningsupport@nhs.net


Training and Study Leave Policy 
FINAL May 2018 V5 
                                                                                   

   
 

Workforce Development  Page 34 of 34 

 

Strictly Private & Confidential 

Addressee Only 

 

NAME 

ADDRESS  

 

DATE 

Dear NAME, 

Final Reminder 

Further to the reminder letter sent to you on XXXXX  I am writing to inform you that our records indicate that you are 
still out of date with statutory and mandatory training subject(s). 

I have previously reminded you of your own responsibility to maintain your training and keep this up to date in line with 
Trust requirements and/or professional registration obligations and have requested that you attend to this at the 
earliest opportunity.  However I can see no change to your training non-compliance.  

I am therefore requesting that you comply with your training requirements within the next month or this may be 
escalated in line with the current Trust Disciplinary Policy.   

As previously stated, much of your training is accessible or bookable on line through STAR and I therefore request that 
you please respond to this letter at the above address indicating that you have completed the required training or have 
at least booked on to face to face sessions as necessary.  

Should you be experiencing any difficulties in accessing or booking your training then please discuss with me or contact 
Workforce Development at ndht.learningsupport@nhs.net or Tel. 01237 420261 to discuss with them and they will assist 

you with this.  

 

Yours sincerely 

NAME 

POSITION 

 

 

Local Work Address 

 

 

mailto:ndht.learningsupport@nhs.net

