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Study Leave for Learning Beyond Registration (LBR) UHL 
Guideline  

Trust ref: B27/2015 

Policy review date extended for six months as Policy is still fit for 
purpose, as agreed by PGC Chairman 24/4/20. 

1. Introduction and Who Guideline applies to  

Learning Beyond Registration (LBR) is a term to describe post registration education and 
training modules which Health Education East Midlands (HEEM) contracts from a number of 
Higher Educational Institutions (HEIs) and other providers across the East Midlands. LBR 
funded modules are available to non-medical registered healthcare professionals who are 
delivering NHS commissioned services; including Registered Nurses & Midwives, Allied Health 
Professionals (AHP), Healthcare Scientists and Pharmacists. 

The aim of this guideline is to provide a clear process for staff applying to undertake a module, 
programme or course within the LBR contract and to ensure all applications are approved from 
the designated LBR signatory. 

This guideline should be read in conjunction with the UHL Study Leave (non-mandatory training) 
Policy for Agenda for Change Staff (Trust ref B32/2004). 

This guideline applies to any Registered Nurse, Midwife, AHP, Healthcare Scientist or 
Pharmacist undertaking module(s) / programmes or courses within the LBR contract. 

Details of the modules/ courses available can be found at http://lbr.eastmidlands.nhs.uk/ 

 

2. Guideline Standards and Procedures 

2.1Training Needs Analysis (TNA) 

a) The Clinical Management Groups (CMGs) should identify the modules/courses required, 
to meet current and future service delivery, to be included in TNA 

b) The CMG to determine the process for identifying priorities within the CMG, and 
individuals to be supported in undertaking a LBR module/course. This should be through 
interview with the CMG Education and Practice Development (E&PD) Lead or a confirm 
and challenge meeting with the Head of Nursing 

c) The LBR process is summarised in Appendix A 

2.2 Application 

a) The application process is detailed in the attached flowchart Appendix B 

b) The individual’s training need should be identified as part of the appraisal process 

c) The individual’s Line Manager must ensure that the individual’s application meets 
service needs, workforce plans and the individual’s Personal Development Plan (PDP) 

d) The individual must complete the UHL Application for Agenda for Change Study Leave 
and Learning Agreement and the Authorisation Form for LBR Study – Appendix C 

e) Once the Line Manager has approved the study leave application the individual can 
apply for the module/course from the HEI/provider (by hard copy or electronically) 

f) The Authorisation Form for LBR Study and a copy of the UHL Application for Agenda for 
Change Study Leave and Learning Agreement should be sent to the individual’s E&PD 
Lead. 

g) Individuals applying for modules/programmes should meet with their CMG E&PD Lead 
or team (or Assistant Chief Nurse, Education & Practice Development for corporate 
directorates) to provide guidance/support. Depending on demand and LBR funding, an 
interview selection process maybe required 

http://lbr.eastmidlands.nhs.uk/
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h) All applications for LBR contracted modules/courses must obtain approval from their 
designated authorised LBR signatory to approve the application and ensure local 
policies/procedures are followed. For UHL this is the Assistant Chief Nurse, Education & 
Practice Development.  

NB: Please note for NCORE courses this approval has been delegated to the AHP 
Education & Practice Development Practitioner. 

2.3 Funding Authorisation 

The HEI/Provider will contact the UHL authorised signatory via email (if the process is 
electronic) to confirm the applicant can access a LBR funded place. 

If a paper application is made, the individual must forward a copy of the application form 
and Authorisation Form for LBR Study to the LBR Lead for authorisation. The LBR lead will 
then forward the application form to the HEI/training provider 

2.4 Module/Course completion 

 All staff undertaking module(s) / programmes within the LBR contract will be expected to 
submit assignments, module work and/or sit examinations as part of the module/course. 

2.5 Academic offences (e.g. plagiarism)  

Plagiarism can be defined as the significant use of other people's work and the submission 
of it as though it were one's own in assessed coursework (such as dissertations, essays, 
experiments etc). 

This includes: 

 Copying from another student's work 

 Copying text without acknowledgement 

 Downloading information and/or text from the internet and using it without 
acknowledgement 

 Submitting work and claiming it to be your own when it has been produced by a 
group 

 Submitting group work without acknowledging all contributors. 

a) The individual and Trust LBR signatory will be advised of any alleged / proven academic 
offences via the HEI in writing and the individual should inform their line manager.  

b) The Line Manager (where required the Education and Practice Development Lead) will 
meet with their staff member to discuss the offence and what action and support is 
required from a practice perspective. The meeting will be recorded as a file note and 
copied to the Head of Nursing/Midwifery or Head of Service (or Director for Corporate 
Directorates) who will decide if further disciplinary investigation is required. 

c) In the case of proven academic offences unless there is mitigating circumstances, no 
LBR / non-mandatory essential to job role study leave will be approved for a period of 12 
months 

2.5 Non submission of assessment/failed assessments (refer to section 6.8 of Allocation of 
Study Leave (non mandatory training) for Agenda for Change Staff Policy and Procedures) 
(Trust Ref B32/2004) 

a) The Line Manager will meet with the individual who has not submitted or failed their 
assessment to discuss the University Re-submission Policy and what support is required 
from a practice perspective. This may involve a tripartite arrangement depending on 
individual circumstances. A note of the meeting and outcome will be recorded as a file 
note and copied to the Head of Nursing/Midwifery or Head of Service (or Director for 
Corporate Directorates). 

b) In agreement with the individual, the Line Manager will discuss the possibility of 
temporarily withdrawing study leave for non-mandatory training and development whilst 
they are working towards re-submitting academic work. This action may only be required 
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if the extenuating circumstances (work or personal) that were impacting on the 
individual’s ability to submit, have not been resolved. Therefore, the individual may agree 
that to commence additional education or training may be detrimental to both themselves 
and the service.  

c) The progress of the individual made towards re-submitting work will be monitored by the 
Line Manager until it can be confirmed that academic work has been submitted or clinical 
assessments completed.   

d) If an individual fails to re-submit on a second occasion and the line manager has not 
been informed of any mitigating circumstances, further study leave for other modules (or 
non-mandatory training and development) will be withdrawn immediately. The individual 
will be informed of this decision in writing. The Line Manager and Head of 
Nursing/Midwifery or Head of Service will then meet with the individual to confirm the 
reasons for non-submission and to agree an appropriate course of action to ensure that 
the individual achieves the objectives of their learning contract. Should the outcome of 
the meeting be an agreement for the individual to retake the module/ course then an 
action plan will need to be put in place. 

e) If an individual fails the module/course after the second attempt the Line Manager and 
Head of Nursing/Midwifery or Head of Service will then meet with them to agree an 
appropriate course of action to ensure that they achieve the objectives of their learning 
contract. Should the outcome of the meeting be an agreement for the individula to retake 
the module/ course then an action plan will need to be put in place in conjunction with 
E&DP Lead and Practice Learning Lead (PLL). 

2.6 Results 

For all LBR contracted modules: individuals receiving their ratified results for post 
registration modules (for practice and academic submissions) following the HEI’s 
assessment board should inform both their line manager and CMG Education and Practice 
Development Lead of that result. This information will be uploaded onto the Trust’s LBR 
database (including fails, non-submissions and academic offenses).  

2.7 Maintaining Records of all Staff on LBR Modules  

The Education and Practice Development Team will ensure the details of the student and 
module that is being undertaken are uploaded onto an LBR database.    

2.8 Completion of LBR Module/course 

All individuals must complete a module/course evaluation from as required by the 
HEI/training provider Add (appendix D) 

The line manager should meet with the individual within three months of completion of the 
module/course to review the impact of learning on practice 

 

3. Education and Training  

There are no education requirements of the implementation of this guideline; line managers can 
seek advice from Education and Practice Development Teams 
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4. Monitoring Compliance 

What will be measured to 
monitor compliance  

How will compliance be 
monitored 

Monitoring 
Lead 

Frequency 
Reporting 
arrangements 

Authorisation Form 
Completion for 100% of 
applications 

Confirmation of 
completed LBR 
Authorisation Form to 
be kept on LBR 
Database  

LBR Lead Quarterly   

100% of applications will be 
kept on the database 

LBR Database 
maintained by 
Education & Practice 
Development teams 

E&PD 
Leads 

Quarterly  

All non-submissions / 
academic offences will 
follow agreed procedures 

Confirmation from CMG 
Education Practice 
Development Lead and 
Practice Learning Lead 

LBR Lead Quarterly  

Evaluation Forms for all 
modules/courses will be 
completed 

Confirmation of 
completed Evaluation 
Form to be kept on LBR 
Database 

E&PD 
Leads 

Quarterly 
report to 
LETG 

 

Review meeting with line 
manager 

LBR Database Quarterly Quarterly  

 

5. Supporting References (maximum of 3) 

UHL Study Leave (non-mandatory training) Policy for Agenda for Change Staff (Trust ref 
B32/2004) 

Health Education East Midlands (HEEM) Learning beyond Registration Operational Guidelines 
http://lbr.eastmidlands.nhs.uk/downloads/140403_lbr_guide_2014_hdb.pdf 

 

6. Key Words 

Learning beyond Registration, LBR, study leave, non-submission, academic offence 

 

CONTACT AND REVIEW DETAILS 

Guideline Lead (Name and Title) 
Jane Lawrie, Practice Learning Lead 
Linda Martin, AHP Education & Practice 
Development Practitioner 
 
 

Executive Lead: Chief Nurse 

Details of Changes made during review: 

 Written in new Trust format 

 Inclusion of CMG responsibilities 

 Inclusion of new flowchart detailing application process 

 Removal of Action Plan 

 

http://lbr.eastmidlands.nhs.uk/downloads/140403_lbr_guide_2014_hdb.pdf
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OUTLINE OF PROCESS FOR LBR MODULES / COURSES 

 

STUDENT LINE MANAGER E&PD LEAD UHL LBR LEAD HEI / PROVIDER 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

 

Approves 
Application & 

Approval Forms 

Training Need 
Identified 

 

Available to advise 
on appropriate 

modules / courses 

Agrees need for 
training and may 
advise on course/ 

module  

Funding 
Authorisation 

confirmed 

Identifies suitable 
module/course 

Completes UHL 
Study Leave 

Application and 
Authorisation Form 

for LBR Study 

Applies for 
Module/Course 

Application 
received and 
processed 

Email sent to Trust 
LBR Lead to 

confirm funding 

Confirms 
agreement & Study 

Leave Approval 

Module / Course 
confirmed 

Module/course 
confirmation 

received 

Module / Course 
completed 

Attends 
module/course 

Course result 
received 

Evaluations 
collated  

End of module / 
course 

assessment / 
completion 

UHL LBR 
Evaluation Form 

completed 

Confirms 
agreement & Study 

Leave Approval 

Line Manager 
section completed 

Evaluation 
reviewed 

Evaluation 
reviewed 

Evaluation 
reviewed 

Confirmation of 
application process 

requested 

Reports available 
for LETG / TED / 

LETC  

Course result 
received 

Course result 
received 

Appendix A 
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Appendix B
STUDY LEAVE APPLICATION PROCESS FOR LBR MODULES/COURSES 2017/18 

CMG 
Training/study needs should be identified during appraisal (PDP) 

Services to identify individuals who require LBR funded modules/course for financial year and submit 
details to Education Lead for inclusion on TNA 

INDIVIDUAL 
Apply for module/course* 

Complete Authorisation  Form for LBR Study 
and attach completed Study Leave Application 

Form 

CMG 
To determine use of allocated funding and 

identify staff to be supported. 
Inform staff of outcome and options for 

unsuccessful staff 

EDUCATION LEADS / SERVICE LEADS 
Interview individuals 

Provide feedback to CMG HoN on outcome of 
interview 

LINE MANAGER 
Approve Authorisation  Form for LBR Study. 

Send copy of both forms to EPD Lead  

UHL LBR LEAD 
Confirm UHL LBR Allocation and agree CMG 

nominal allocation 

UHL LBR LEAD 
HEI/provider to contact LBR Authorised 

Signatory to confirm applicant can access LBR 
funded place 

EDUCATION LEADS  
Confirms agreement & study leave approval 

Updates LBR database 

NOTE: Any applications outside of this process may not be supported/funded 

UHL LBR LEAD 
HEEM reports to be validated against LBR 

database 

*If paper application is made, the individual 
must forward a copy of the application form to 

the LBR Lead for authorisation (along with 
Authorisation form for LBR Study and Study 

Leave Application form) 
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Authorisation Form for Learning beyond Registration (LBR) Study 

This form must be completed to access a Post Registration Programme/Module(s)/Course from the LBR Contract with local HEIs or 
other providers. 

Only complete for modules for one academic year, not the full programme. 

A copy of the Application for Agenda for Change Study Leave and Learning Agreement must be attached to this form. 

1 – Applicant Details 

Surname  First name  

Signature  Date  

 

2 – Programme/Module or Study Event Details 

Title of Event / Programme Title 

University / Training provider 

Module Code Module Title No of Credits Start Date No of days No of taught 
hours 

      

      

      

      

Any previous  

If yes, give brief details: 

 

Non-Submissions Y/N Fails Y/N   Deferrals Y/N 

Have you enrolled on a programme? Y/N No of credits already achieved  

Date started Intended finish date 

 

3 – Line Manager Agreement 

Mentor/supervisor name: 

Comments 

 

 

Line Manager Signature Print name Date  

 

E&PD LEAD TO CONFIRM APPROVAL WITH ASSISTANT CHIEF NURSE WHEN REQUESTED 

APPLICATION TO BE FILED AND DETAILS ENTERED ON LBR DATABASE 

4 – CMG E&PD Lead Support of Application 

Comments 
 
 
 

Education Lead Signature 
Print name Date 

Appendix C 
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LEARNING BEYOND REGISTRATION MODULE/COURSE REVIEW 
Individual to meet with line manager within 3 months of completing module/course 

 

Individual Details 

Surname: First name: 

Post: Service: CMG: 

 

Module/Course Details 

Module/course Title: HEI/Training provider: 

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

 

Review 

Has the module/course: No Not much Yes a little Yes 

- Helped you deliver better care/service to patients?     

- Taught you new skills?     

- Changed you work/practice?     

- Met your personal objectives?     

Details/Summary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signatures 

Individual signature; Date: 

Line manager name: Signature: 

 
Line manager to email E&PD Lead to confirm review completed.  

E&PD Lead to record on LBR database. 

Appendix D 


