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1 INTRODUCTION AND OVERVIEW 
1.1 This document sets out the University Hospitals of Leicester (UHL) NHS Trust’s 

principles and processes that must be followed for non-medical staff undertaking 
a period of study/learning away from their place of work that is not a 
mandated/essential requirement of their role. 

1.2 The Trust recognises that the continuing development, education and training of 
staff is essential if it is to achieve its service and business objectives. 

1.3 This policy aims to ensure a consistent approach to the identification of 
appropriate learning, the processes to follow for study leave approval, funding 
support approval and the responsibilities of staff during and following a period of 
study/learning. 

 1.4 Study leave and funding support that has not been approved in line with this 
policy will not be considered or honoured.  

 
2 POLICY SCOPE –WHO THE POLICY APPLIES TO AND ANY SPECIFIC EXCLUSIONS 

2.1 This policy applies to all non-medical staff requesting study leave to undertake a 
period of study that requires time away from their place of work and/or financial 
support. 

2.2 It may also apply where staff undertake study within their own time but require 
adjustments to their normal working hours/shift patterns in order to complete it. 

2.3 Staff applying to undertake a module, programme or course within the Workforce 
Development Funding (WDF) contract must also follow the procedures detailed 
in the Guideline for Study Leave for Continuing Professional Development  
(CPD) Funding and Workforce Development Funding  (WDF)  Contracted 
Modules and Courses. 

2.4 This policy also applies to existing staff undertaking an Apprenticeship Education 
Programme supported by the apprenticeship levy. Details of how to apply for an 
Apprenticeship Education Programme can be obtained from 
apprenticeships@uhl-tr.nhs.uk .  

2.5 This policy does not apply to: 

• Study leave required for the completion of statutory and mandatory training, 
and essential to role training 

• Staff recruited to an Apprentice post on an Apprentice contract where study 
leave is automatically preappoved 

• Medical staff – please see appropriate  Medical Staff Study Leave Policy and 
Procedures which can be found in InSite http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leav
e%20UHL%20Policy.pdf  

 
2.6 Events organised solely to promote the interests and affairs of the Trade Union 

or Professional Association is dealt with in the Trust's Trade Union and 
Professional Organisations Facilities Time Off for Accredited Representative 

mailto:apprenticeships@uhl-tr.nhs.uk
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
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Members UHL Policy http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Trade%20Union%20and%20Professional%20Orga
nisation%20Recognition%20Agreement%20UHL%20Policy.pdf  

3 DEFINITIONS AND ABBREVIATIONS 

3.1 Study Leave – time away from usual work duties in order to undertake an 
education, training or development activity. This also includes time off to prepare 
for or attend examinations.  

3.2 Internal Study – includes training delivered within the Trust and booked via an 
internal booking process. 

3.3 External Study – includes all training that is accessed externally to the Trust. 
3.4 Course fees – the direct cost of the training excluding travel, subsistence etc. 
3.5 Statutory – training required by law. 
3.6 Mandatory – training that may be driven by nationally agreed government or 

regulatory body policy or an organisational identified risk. 
3.7 Essential to Job Role – training that is required/compulsory for particular staff 

groups and has been through a process of approval. 
3.8 Core Mandatory Training – this includes statutory, mandatory and essential to 

role training. 
3.9 Organisational development needs – identified through strategic planning and 

service development initiatives. 
3.10 Individual development needs – identified through appraisal and Personal 

Development Process (PDP). 
3.11 Formal learning – university modules, apprenticeship study days, courses, 

distance learning programmes, eLearning. 
3.12  Informal – work shadowing, visits, reading, research. 
3.13 Off the job training (Apprenticeship Education Programmes) – learning 

which is undertaken outside of the normal day-to-day working environment and 
leads towards the achievement of an apprenticeship. This can include training 
and learning that is delivered at the learner’s normal place of work but must not 
be delivered as part of their normal working duties.  

3.14 IAG – Information, Advice and Guidance – offering learners impartial help in 
making the right choices regarding career and personal development. 

 
4 ROLES  

4.1 The Chief People Officer is the Executive Lead for this Policy. 
4.2 Clinical Management Group (CMG) and Corporate Directorate Directors and 

Senior Managers are responsible for ensuring that: 
a) This Policy is disseminated throughout their area of responsibility 
b) They share the Trust/CMG/Directorate/Service Strategic Vision, Workforce 

Plan and Training  Needs Analysis (TNA) to help line managers make 
decisions about study leave 

http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Union%20and%20Professional%20Organisation%20Recognition%20Agreement%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Union%20and%20Professional%20Organisation%20Recognition%20Agreement%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Union%20and%20Professional%20Organisation%20Recognition%20Agreement%20UHL%20Policy.pdf
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c) Ensure mechanism via e.g. e-Rostering to monitor, review and scrutinise 
study leave 

d) Ensure a local process is in place to enable monitoring of study leave 
applications, prioritisation of staff being released to be trained and equity in 
access to training. 

4.3 Education and Development Groups are responsible for sharing of learning 
opportunities, signposting funding opportunities and cascading best practice or 
current Trust needs. 

4.4 Line Managers/Team Leaders are responsible for: 
a) Ensuring staff members requesting development have their core mandatory 

training up-- to-date, or plans in place within the following 4 weeks to attend, 
prior to any application being approved 

b) Ensuring decisions regarding study leave are made equitably in line with this 
policy and CMG requirements and are aligned to job descriptions / role, 
service developments and the individual’s appraisal 

c) Monitoring staff member’s attendance and progress and provide support 
during the learning 

d) Ensuring funding (for all elements of the learning e.g. travel and course fees) 
is secured before authorising the study leave 

e) Ensuring study leave is sustainable in the work area 
f) Submitting all approved applications for study leave and learning agreements 

as applicable to the CMG for their monitoring and ensuring a copy is stored in 
the employees personnel file. 

g) Ensuring any staff failing to complete their programme or who leave the Trust 
prior to the course finishing support repayment of the development costs as 
agreed in the study leave application 

h) Supporting staff members needing additional learning support to access the 
learning using Appendix 4 

i) Contribute fully to the CMG/Corporate division training needs analysis 
process. 

4.5 Individuals who apply for study leave and/or funding support are responsible for: 
a) Maintaining compliance with core mandatory training requirements: Study 

leave will not be approved if any of this training is out of date 
b) Ensuring timely application for study leave. Where no timescales are set 12 

weeks before the event is a reasonable expectation. Following the application 
processes as relevant to the course and completing a study leave form as 
detailed in this policy 

c) Discussing and agreeing any work-related projects associated with the study 
event with their line manager 

d) Attending in a timely manner all elements of the programme; participating fully 
and completing assessments/assignments as required by the education 
provider in the timeframes given. Discussing and agreeing any work-related 
projects associated with the study event with their line manager 
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e) Reporting completion (including results), interruption, failure and withdrawal 
from any study with their line manager at the earliest opportunity, and 
education lead (if appropriate) 

f) Considering different funding options such as self-funding, professional 
organisations and charities  

g) Providing feedback to their line manager on the event and if attending a 
course provide regular updates on progress and / or concerns 

h) Completing the course within the specified time, raising any concerns that this 
may not be achieved with their line manager at the earliest opportunity 

i) Sharing the learning from the study event with other colleagues as agreed by 
their line manager 

j) Evaluating the study event. This can be done using the Learner Training 
Outcomes Form Appendix 3  

k) Highlight any additional learning support needs in advance of the session 
Appendix 4. 

l) Individuals should ensure they seek appropriate IAG if necessary 
 

5. POLICY IMPLEMENTATION AND ASSOCIATED DOCUMENTS –WHAT TO DO AND HOW TO 
DO IT 

5.1 TheStudy Leave Application process is summarised in Appendix 1. 
5.2 Training Needs Analysis (TNA) Process 
The annual business planning cycle results in the development of business plans and 
service objectives for each area. An essential element of these business plans and 
objectives relates to workforce development.  
The purpose of the TNA process is to capture the key learning and development needs 
from across the Trust based upon national, legislative, professional, Trust, CMG, 
service and other local drivers. 
5.3 Criteria  
In order for funding for training to be approved from the CMG/Corporate Directorate 
budget or apprenticeship levy, at least one of the following criteria must be met: 

• Support the Trust towards meeting statutory obligations and business objectives 

• Assist the member of staff in carrying out their duties 

• Support the Trust in developing the future workforce 

• Help the member of staff achieve their professional and personal development 
plans at the same time as Trust/ward/service business objectives. 

NB: It should be noted that a separate training budget may not be available in CMG’s 
and therefore any spend would come from other CMG budgets 
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5.4 Application Process 
To apply for Study Leave and/or funding the individual must 

a) Have the training need identified on their Personal Development Plan (PDP) 
from their appraisal and have explored options for meeting this need 

b) Obtain all the details regarding the study event or programme and have 
considered other alternatives and funding options to support the decision- 
making process 

c) Meet with their line manager to discuss their application, study leave and 
funding requirements 

d) Complete sections 1- 4 of the Study Leave Application Form (Appendix 2) 
and submit to line manager for approval and only apply for the training event 
once approval has been given 

e)   Ensure their core mandatory training is up–to-date. 

 
5.5 Assessing the level of support, the line manager must take into account the 

following: 
a) The relevance and benefits of the study event to the individual’s current and 

future role; current and future service delivery and workforce requirements 
b) The suitability of the applicant for the study event and, where relevant, their 

commitment to disseminating the learning when back in the workplace to 
other colleagues  

c) The suitability of the study event to meet the individual’s training need, 
(e.g.an in-house study event or another type of study event which would be 

Study Leave Approval Process 

Personal or organisational development need identified 

Individual to source options to meet training need 

Individual to discuss with Line manager to confirm support for study leave application 

Individual to complete Study Leave Application form – Sections 1 – 4 

Line manager to approve study leave time – Section 5 

Budget holder to approve  funding – Section 6  
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more effective). Priority should be given to in-house/local providers if the 
content is the same. 

d) The ability to release staff whilst maintaining safe staffing levels/departmental 
service 

e) The amount of study leave previously granted to the individual 
f) There is evidence of previous study event evaluation 
g) There is evidence that every effort has been made to apply previous learning 

to the benefit of the service 
h) Should more than one individual apply to attend the same study event the 

reasons and expected benefits need to be justified 
i) Awareness of any programme meetings the manager needs to attend e.g. 

Apprenticeship Education Programme learner review meetings 
j) Additional learner support needs of the member of staff to access the 

learning and benefit fully from the programme or event.   

 
5.6 Categories of Study Leave  
The below guide should assist managers and CMG’s in supporting study leave 
applications and provide a guidance on time and financial commitments. 
The manager and employee should review the application form and agree the levels of 
support in terms of time and funding prior to proceeding with the application 

 

A 
To ensure staff can fulfil the requirement of their job roles 

• 100% study leave 

• 100% funding 

• Apprenticeship Education Programmes - 100% funding and 
100% study leave  

 
B 

To enhance performance of staff in current role, for future career or 
professional development 

• % of study leave negotiated with line manager 

• % of funding to be agreed by CMG from CMG budget   

• Apprenticeship Education Programmes -  100% funding and 
100% study leave  

 
C 

Not directly linked with individual’s role but may benefit the 
organisation longer term 

• Study leave not guaranteed 

• Individual to source funding 
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5.7 Approval of Study Leave - Time 

a) Where any employee attends a study event outside of their normal working 
week, time in lieu or additional payment will be be discussed with line manager 

b) Where shift workers attend a study event, this will count as equivalent to a 
normal working shift and will attract the same pay or time in lieu agreed with the 
line manager. A study event lasting for less than a full day will be taken back as 
time in lieu for the hours actually attended. 

c) If the study event is scheduled for a member of staff’s rostered rest day, then the 
rest day should be re-allocated. 

d) Online (e-Learning) or distance learning study events should be given the same 
consideration for study leave as lecture-based study events. Where time is not 
specifically stated, the individual must negotiate this with their line manager prior 
to commencing the programme. 

e) Study leave is not required for the delivery of presentations that fall within the 
remit of the individual’s role and agreed by their line manager. Delivery of all 
other presentations is subject to application for study leave. 

f) If the study event requires an examination, study leave should be considered as 
part of the whole study event.  

g) If further leave is required, an individual has the option to take annual leave or 
apply for unpaid leave as appropriate. 

h) The line manager must fully complete Section 5 of the Study Leave Application 
Form by adding supporing information to the approval (Appendix 2). 

i) The line manager must release staff on an Apprenticeship Education Programme 
funded via the Apprenticeship levy for ‘off-the-job training’ as set out in the 
Education Skills Funding Agency (ESFA) funding rules. 

 
5.8  Approval of Study Leave – Funding 

a) Should funding be required to complete the learning, a decision in the CMG 
should be made linked to availability of local budgets and service needs. It is 
important that all funding is identified before the learning request is reviewed to 
ensure there are ‘no surprises’. This includes any travel expenses and additional 
expenses 

NB: It should be noted that a separate training budget may not be available in     
CMG’s and therefore any spend would come from other CMG budgets 
b) If an individual is self-funding their programme clarity must be sought by the line 

manager and agreements made on how this is paid if it is going through Trust 
finances. 

c) Staff should be aware that they could become liable for the cost of their 
programme if they fail to complete the course or leave the organisation before it 
has been completed. 

d) The individual must meet costs of social functions or other events not directly 
related to the prime purpose of the study leave. Should travel / subsistence be 
incurred as part of this a local decision from the budget holder should be made at 
the time of booking on how this is paid. Refer to Managing Conflicts of Interest 
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Policy if an honorarium is received for the delivery of presentations within work 
time or outside work time for which financial support is given to the presenter, 
which must be paid into the relevant budget. Those given outside working time 
for which the individual receives no financial support from the Trust the 
honorarium should be kept by the individual.  

e) Refer to the Managing Conflicts of Interest Policy http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS
%20UHL%20Policy.pdf regarding study events funded by educational grants; 
ensuring relevant declarations are made by the recipient in the hospitality/interest 
registers which CMG’s review and monitor locally  

f) Payment of any examination fees should be included in Section 5 of the study 
leave application and discussed with the individual before final submission.  
Should a member of staff on an Apprenticeship Education Programme not pass 
their end point assessment on agreed number of consecutive occasions any re-
take fees will need to come from the local departmental budget. 

g) Any learners on an Apprenticeship Education Programme will be bound by the 
Education and Skills Funding Agency (ESFA) funding rules. Staff wishing to 
move around the health and social care community during their career will be 
responsible for checking the programme and associated funding is available in 
their new organisation and the learning remains suitable for their new role. 
 

5.9 Study Event Application and Invoicing/Payment Process 
a) Once study leave has been approved the individual can apply to the 

programme.  The individual should keep a record of the application and 
confirmation. 

b) Where funding support is required the individual should only make a 
provisional application pending confirmation of funding.  Once approved 
details on how fees are paid should be agreed locally with the individual and 
the budget holder. Any reclaims that are needed should be agreed with the 
budget holder and the process/timeframe agreed with the learner, e.g. e-
expenses or Cedar 

c) In exceptional circumstances, where urgent payment for an approved course 
is needed (non-apprenticeship) the individual can pay the fees and claim 
back the money for the agreed amount via e-expenses (on INSite).  This 
must be confirmed and authorised by the line manager and finance lead prior 
to the event.    
 

5.10   Study Leave not approved  
Should a request for study leave not be approved the applicant will have the 
opportunity to have the request reviewed by a more senior CMG Manager with 
no further right to appeal.  
The application form (stating the reason for the declined study leave) should still 
be recorded locally within the CMG as per local process for monitoring purposes 
and stored in the individual’s personnel file. 
 

5.11 Repayment of fees and study leave time 

http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
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Repayment of course fees and/or study time applies to all study events that 
represent investment by the Trust. Apprenticeship Education Programme levy 
monies are exempt from this repayment under Education and Skills Funding 
Agency (ESFA) funding rules.  However Trust expenses associated with the 
learning outside of the levy funded elements may be liable for repayment. A 
pragmatic approach should be taken for staff wishing to move around the health 
and social care workforce.  
It is the responsibility of the Line Manager to ensure completion of the Learning 
Contract and Finance Declaration as part of the Study Leave application form. 
Failure to do so will mean foregoing the Trust’s right to claim repayment of 
fees/study time. 
The lineanager is responsible for monitoring their employee’s commitments and 
ensuring any expenses are claimed back on behalf of the Trust.  
The line manager will agree with the individual how study time is reclaimed. 
Where relevant this may be done by using annual leave, taking unpaid leave or a 
deduction from pay for the hours to be reclaimed. 
a) Where staff fail to attend study or cancel at short notice a study event their 

department/ward may be subject to an administration fee. 
b) Apart from in exceptional/extenuating circumstances, the Trust reserves the 

right to claim back in whole or in part the expenses which have been paid in 
respect of study leave, where the individual fails to: 

• maintain regular attendance on a study event 
• make reasonable efforts to maintain satisfactory progress in their studies 
• sit or fails an examination 
• attend or complete the study event 
• remain in the employment of the Trust for a two year period after the study 

event 
 

c) Staff who have been granted study leave and funding to attend 
training/education may have support withdrawn/be required to reimburse the 
employing organisation in certain circumstances. 
Whilst it is not possible to be totally prescriptive about this as the 
circumstances of each individual case will vary,  before a decision is made the 
matter will be discussed with the individual, his/her manager and where 
relevant the training/education provider and or budget holder.  During such a 
discussion the individual may be accompanied by a trade union 
representative or work colleague if required and should give prior notification 
of this 
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Generally, should the employee terminate their employment prior to 24 months of 
completing their programme, they may be required to repay training fees. The table 
below provides repayment guide however this is not totally prescriptive 

Should repayment be required and agreed, the manager will submit the appropriate 
information to Accounts Receivable for invoicing or HR4 Notice of Termination form 

d) The individual will not be required to repay any of the training fees if: 

• the Trust terminates their employment, except where it was entitled to and did 
terminate their employment summarily; or 

• they terminate their own employment in response to a fundamental breach by the 
Trust. 

The individual agrees to the Trust deducting the sums under this clause from their final 
salary or any outstanding payments due. 
The individual agrees that if the Trust waives the individual’s obligation to repay the 
training fees under this clause, they will be solely responsible for any income or other 
tax payable as a result of the waiver and shall indemnify the Trust on a continuing basis 
in relation to any such tax. 
 
5.12  Sharing the learning  

Staff attending a study event are required to complete the Learner Outcome 
Review Form (Appendix 3) and must share information amongst other staff to 
ensure the dissemination of best practice, new ideas and learning.  
 

6 EDUCATION AND TRAINING REQUIREMENTS 

6.1   There are no education requirements of the implementation of this policy; line   
 managers can seek advice from CMG / Speciality Education and Practice 
 Development teams, Learning and OD teams or People services. 
 
 

100% 
• Non-attendance or withdrawal without approval if the learner  

ceases employment within [12] months of end of study period costs 
incurred may need to be repaid 

 

50% 
• If the learner ceases employment within [18] months of end of 

study period costs incurred shall be repaid  

• Non-completion of course due to non-submission of assessment 

 

25% 
• If the learner ceases employment within [24] months of end of 

study period costs incurred shall be repaid  
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7.0 PROCESS FOR MONITORING COMPLIANCE   
 

Element to be monitored Lead Tool Frequency Reporting arrangements 
Who or what committee will 
the completed report go to. 

Staff feedback on all aspects 
relevant to appraisal, training, 
education and development  

Senior Learning and 
Development Manager  

National Staff Attitude and 
Opinion Survey Results  

Annual  Executive Workforce Board  
Local Education Training 
Group Meeting Minutes  

Ensuring that all staff 
development activity reflects 
national and local priorities 
and supports the achievement 
of the Trust’s aims and 
objectives  

Directorate / CMG Directors 
and Senior Managers  

Quarterly Study Leave Activity 
and Expenditure Reports held 
within CMG’s 

Quarterly  CMG / Directorate Boards 
(Meeting minutes)  

Apprenticeship Education 
Programmes; volumes of 
learners, blend of programmes 
attended and Trust levy 
spend. 

Training and Development 
Manager 

ESFA funding tool Annually Local Education Training 
Meeting Minutes  
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8 EQUALITY IMPACT ASSESSMENT 

8.1 The Trust recognises the diversity of the local community it serves. Our aim 
therefore is to provide a safe environment free from discrimination and treat all 
individuals fairly with dignity and appropriately according to their needs. 

8.2 As part of its development, this policy and its impact on equality have been 
reviewed and no detriment was identified.  

 
9 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES 

Guideline for Continuing Professional Development  (CPD) Funding and Workforce 
Development Funding  (WDF) 
 
Core Training Policy (Trust ref: B21/2005) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Core%20Training%20(Statutory%20and%20Mandatory)%
20UHL%20Policy.pdf 
 
Appraisal and Pay Progression Policy and Procedure (Trust ref: B16/2015) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Appraisal%20and%20Pay%20Progression%20UHL%20P
olicy.pdf  
 
Senior Medical Staff Study Leave Policy and Procedure (Trust ref: B67/2008) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL
%20Policy.pdf  
 
Trade Union and Professional Organisations Facilities Time Off for Accredited 
Representative Members UHL Policy (Trust ref: B24/2011) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisatio
ns%20-
%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.
pdf 
 
Improving Performance (Capability) Policy and Procedure – Non-Medical Staff (Trust 
ref: B12/2014) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Improving%20Performance%20(Capability)%20Policy%20
-%20Non%20Medical%20Staff%20UHL%20Policy.pdf  
 
Non-Medical Staff Rostering Policy (Trust ref: B5/2013) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Non%20Medical%20Staff%20Rostering%20UHL%20Polic
y.pdf  
 
Apprenticeship Policy (Trust ref: B1/2017) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Apprenticeship%20UHL%20Policy.pdf  

http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Core%20Training%20(Statutory%20and%20Mandatory)%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Core%20Training%20(Statutory%20and%20Mandatory)%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Core%20Training%20(Statutory%20and%20Mandatory)%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Appraisal%20and%20Pay%20Progression%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Appraisal%20and%20Pay%20Progression%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Appraisal%20and%20Pay%20Progression%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Senior%20Medical%20Staff%20Study%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisations%20-%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisations%20-%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisations%20-%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisations%20-%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Trade%20Unions%20and%20Professional%20Organisations%20-%20Facilities%20and%20Time%20Off%20For%20Representatives%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Improving%20Performance%20(Capability)%20Policy%20-%20Non%20Medical%20Staff%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Improving%20Performance%20(Capability)%20Policy%20-%20Non%20Medical%20Staff%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Improving%20Performance%20(Capability)%20Policy%20-%20Non%20Medical%20Staff%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Non%20Medical%20Staff%20Rostering%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Non%20Medical%20Staff%20Rostering%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Non%20Medical%20Staff%20Rostering%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Apprenticeship%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Apprenticeship%20UHL%20Policy.pdf


Study Leave and Funding Support for Non-Medical Staff Policy Page 15 of 22 

V7 Approved by Policy and Guideline Committee on 3 September 2021 Trust Ref: B32/2004 Next Review: January 2025 
 

NB: Paper copies of this document may not be most recent version.  The definitive version is held on INsite Documents 

 
Apprentice off-the-job training: policy background and examples  
www.gov.uk/government/publications/apprenticeships-off-the-job-training 
 
Apprenticeship funding: rules and guidance for employers 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachmen
t_data/file/975792/2021_Employer_Rules_Version_5v1.0_FINAL__002_.pdf   
 
Apprenticeship funding and performance-management rules for training providers  
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachmen
t_data/file/706507/Provider_v6.pdf 
 
Managing Conflicts of Interest Policy (Trust ref: A1/2017) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20U
HL%20Policy.pdf  
 
Trust policies are available in INsite  
NB – External links may change from time to time. 
 
 
10 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 

10.1 This Policy will be reviewed at least every three years.  
10.2 The updated version of the Policy will be uploaded and available through INsite 

Documents and the Trust’s externally accessible Freedom of Information 
publication scheme. It will be archived through the Trust’s PAGL system.

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/621565/OTJ_training_guidance.pdf
http://www.gov.uk/government/publications/apprenticeships-off-the-job-training
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/975792/2021_Employer_Rules_Version_5v1.0_FINAL__002_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/975792/2021_Employer_Rules_Version_5v1.0_FINAL__002_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/706505/Employer_rules_v3.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/706505/Employer_rules_v3.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/706505/Employer_rules_v3.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/706507/Provider_v6.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/706507/Provider_v6.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Conflicts%20of%20Interests%20in%20the%20NHS%20UHL%20Policy.pdf
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Appendix 1 Study Leave Application Process 
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Appendix  2  

Study Leave Application Form for Non-Medical Staff 

 
Application Process 

 

Section 1 – Individual Details 

 

Section 2- Study Leave Event 

 

 
Personal or organisational development need identified 

 
Individual to source options to meet training need 

 
Individual to discuss with Line Manager to confirm support for study leave application 

 
Individual to complete Study Leave Application form – Sections 1 – 4 

 
Line Manager to approve study leave time – Section 5 

 
Budget holder to approve study leave funding – Section 6  

Name: Assignment No: 

Job Title: Band: Contracted Hours: 

Email: Contact No: 

Dept. / Ward: Site: CMG: 

Title of study event/programme: 

Training provider: Internal / External / Apprenticeship 

Address: 
Email:                                                                             Telephone Number: 

From: To: No of days: No of hours: 

Course Fees Cost: 
£ 

Exam/End Point Assessment retake fees:  
N/A / included / excluded and cost is £ 

Other: 

Venue: 

Method of travel and all costs, Including train fare or mileage costs minus usual home to base mileage & 
accommodation: 
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Section 3 – Supporting Information / Case of Need 

Details of study event – please attach programme / further details 

How does the event meet personal development plan objectives? 
 
 
 
How does the event meet service / organisation need / objectives? 
 
 
 
In what way will your work/practice be improved by attending this event? 
 
 
 
 
What will the clinical/operational impact be if application is not approved? 
 
 
 

Section 4 – Learning Contract and Finance Declaration 

In recognition of the support (time and/or financial) that I have been given to attend this study event I agree to the 
following;  
1. I am up-to-date with my mandatory and essential to role training attach details 
2. I will meet the attendance criteria for the course/programme of study 
3. I will discuss and agree any work- related projects with my Line Manager and request support as needed 
4. I will complete the course within the specified time. If I am unable to due to exceptional circumstances, I will inform 

my Line Manager/Training Provider   
5. I will complete all assignments or assessments associated with the study event. I will keep my Line Manager of my 

progress and seek support/advice as required 
6. I will arrange to share my knowledge with my colleagues as appropriate  
7. I will feedback my evaluation of the study event to my Line Manager 
8. I understand that should I leave the Trust’s employment during the course of my study OR within 24 months of 

incurring fees associated with a study event I may be required to repay all or part of the course fees as set out in 
the Policy  

9. I understand that should I fail to complete the course OR for non-attendance the Trust may claim repayment 
monies associated with that training as set out in the Policy.  

“I hereby give my consent that such data as may be held from time to time (including my training progress and 
achievements and other personal information necessary for the monitoring of progress for employment purposes) 
maybe exchanged and/or processed between and by the training provider and the University Hospitals of Leicester 
NHS Trust. I understand that any personal information held is for specific purposes only in accordance with Data 
Protection Act 2018 and this act details my rights to accessing information held about me. 

Name:   Signature:  Date:   
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Section 5 – Line Manager Support 

Study leave approved Yes / No Level agreed: Level A / Level B / Level C 

Supporting information: 
 
 
 
 
 
 
 
 

I confirm that study leave has been identified through the appraisal process (taking into account the 
individual’s appraisal rating and/or their PDP meets the needs of the service).  The individual is up-to-date 
with their statutory & mandatory training. 

Print Name: Signature: Date: 

 

Section 6 – Funding Support Approval  
(CMG local budget holder) 

NB: It should be noted that a separate training budget may not be available in CMG’s and 
therefore any spend would come from other CMG budgets 
Financial support approved: Yes / No / Partial % 

 Cost Level of financial support approved and comments 

Event fees £ £ 

Exam fees £ £ 

Travel £ £ 

Other e.g. 
accommodation 

£ £ 

Total Costs (please indicate which 
financial year these will be 
deducted from to support local 
budget management). 

Financial year 20   /20    ; 
£ 

Financial year20   /20   ; 
£ 

Print Name: Signature: Date: 
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LEARNER OUTCOME REVIEW 
In order to ensure the best outcomes from development activities, managers should meet with 

their member of staff, the learner, within 3 months of completing the programme.  Please use the 
template below as a guide to this meeting.   

Individual Details 

Learner Name: Manager Name: 

Service: CMG: 
 

Training Event Details 

Title: Provider: 

Start date: End date: No of days: No of taught hours: 
 

Review 

Has the training: No Not much Yes a little Yes 
- Helped you deliver better care/service to 

patients/managers/staff?     

- Taught you new skills?     
- Changed your work/practice?     
- Met your personal objectives?     

Details/Summary 
Please detail key learning points, next steps on embedding and developing role including how it will be cascaded to colleagues as 

necessary.  Ensure any key messages, ‘even better if’, ‘what went well’ are shared with the training provider 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Signatures 

Leaner signature: Date: 

Manager signature: Date: 

Appendix 3 
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Appendix 4 

 



Study Leave and Funding Support for Non-Medical Staff Policy Page 22 of 22 

V7 Approved by Policy and Guideline Committee on 3 September 2021 Trust Ref: B32/2004 Next Review: January 2025 
 

NB: Paper copies of this document may not be most recent version.  The definitive version is held on INsite Documents 

 


	Apprentice off-the-job training: policy background and examples  www.gov.uk/government/publications/apprenticeships-off-the-job-training

