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Study Leave Application and Claim Form
General Practice trainees only 
Guidance - please read the below information carefully before completing this form
Prior to completing this form the trainee must comply with his/her employers local study leave application process and ensure that the time off is agreed by the rota co-ordinator in the organisation where he/she will be employed at the time of the activity.  The Educational Supervisor should have agreed the activity as part of the trainee's PDP and a reflective log entry completed afterwards. 
 
This form is split into two sections:
Section 1 - Approval of Study Leave (Part A or B)
The relevant section of the form must be completed prior to attendance at any study leave course/activity with a cost implication. Failure to obtain the required approval will result in your claim for reimbursement being declined.  
To be eligible to apply for an aspirational activity including exam preparation courses, the trainee must have:
received an outcome 1 at the last ARCP in a clinical placement or be on track to do so.received an outcome 2 or 3, in which case the trainee will be eligible to apply for examination preparation courses only, unless they have already passed the examination since their last ARCP.met all the core curriculum competencies  expected at his/her current stage of training.  
Section 2 - Claiming Study Leave Expenses
Once the course/activity has been attended the claims section of this form must be completed and submitted to studyleave.eoe@hee.nhs.uk with the following supporting evidence:
A copy of the certificate of attendanceA copy of proof of payment and relevant receipts 
 The claims section of this form must be submitted within one month of the course/event date and within the correct financial year (financial year runs from 1st April - 31st March). Any claims received outside of this time frame will not be processed or paid. 
Once your claim has been submitted with all the required evidence, expenses will be reimbursed by the lead employer within three months of the date of receipt. Expenses are included with the next available payslip. 
 
Digital ID set up guidance: https://heeoe.hee.nhs.uk/sites/default/files/instructions_for_placing_a_digital_id_0.pdf
 
 
Personal Details
Please fully complete this section providing your personal and contact details. If fields are left blank the form will not be processed and may be returned to you for re-completion
Section 1 - Approval of Study Leave 
If the date is for non-consecutive days for the same course, please complete the first and last date you will attend.  If the course is one day, please enter the same first and last date. 
Additional sign off (Part B)
This section should only be completed if you are submitting an application for an aspirational activity (including exam preparation courses) or curriculum requirements exceeding £600
Course
Accommodation
Travel
Subsistence
Total
Estimated cost of claim
Once this section of the form is complete it must be sent to your ES/TPD for approval prior to attendance at the course. If approval has not been obtained, you will not be reimbursed for your study leave expenses. 
TPD Outcome
Once the TPD signature has been input, this section of the form will be locked and can no longer be edited. Please ensure all information is correct before signing. 
Section 1 - Approval of Study Leave 
Curriculum Requirement under £600 or Regional Activity (Part A)
Estimated cost of claim
Course
Accommodation
Travel
Subsistence
Total
If the date is for non-consecutive days for the same course, please complete the first and last date you will attend.  If the course is one day, please enter the same first and last date. 
Educational Supervisor Outcome
Once the ES signature has been input, this section of the form will be locked and can no longer be edited. Please ensure all information is correct before signing. 
Once this section of the form is complete it must be sent to your TPD for approval prior to attendance at the course. If approval has not been obtained, you will not be reimbursed for your study leave expenses.
 
Claim Details
Please complete the details of the claim and ensure you include any supporting documents e.g. course certificate, receipts for the course/activity, an email trail if necessary
Have you included:
Course Certificate
Receipts
Relevant emails
Cost of Course / Conference
Cost of Transport
Car Miles
at 33p per mile
Number of Passengers
at 5p per mile
Accommodation (max. £55 per night)
Subsistence (max. £5 per day, max. £20 overnight meal)
Total
Section 2 - Claiming Study Leave Expenses
Trainee declaration
By signing this document I confirm the following:
I have followed my employers local study leave application process in order to ensure the time off can be accommodated and the Educational Supervisor has agreed to this activity in my PDP.I will submit this approved document along with proof of attendance and receipts when submitting my expenses claim form to HEE EoE.I understand that if I knowingly provide false information I may be liable for prosecution and civil recovery proceedings. This may result in disciplinary action and referral to the GMC on grounds of Probity.The information provided on the form is correct and I have not made any other claim for the expenses listed on this eligibility form.I have read the study leave policy and have checked my application meets the eligibility criteria.  Once this document has been signed by the trainee it can no longer be edited, please ensure the form is completed in full prior to signing
 
Once section 1 and 2 of this form are complete please submit it to studyleave.eoe@hee.nhs.uk within 1 month of the date of the course/activity. 
 
Please ensure that you have attached all of the documents listed on page 1. If any of the requested items are missing then you claim will not be accepted and this will delay the payment process.
11.0.0.20130303.1.892433.887364
	CurrentPage: 
	PageCount: 
	Name: 
	Trustname: 
	Emailaddress: 
	GMC: 
	Programme: Please Select
	Grade: Please Select
	Contactno: 
	payrollno: 
	typeofcourse: Please Select
	DateFrom: 
	DateTo: 
	Typeofcourseover600: Please select
	LocationAS: Please select
	VenueAS: 
	titleofcourse: 
	ARCPoutcome: Please select
	financialsupport: Please Select
	AspCourse: 
	AspAccom: 
	AspTravel: 
	AspSus: 
	AspTotal: 
	financialdetails: 
	Supportingstatement: 
	CSA: 0
	AKT: 0
	funding: Please Select
	agreedamount: 
	TPDsignature: 
	TPDdate: 
	TPDcomments: 
	DateToCR: 
	DateFromCR: 
	Typeofcourse1CR: Please select
	titleofcourseCR: 
	LocationASCR: Please select
	VenueASCR: 
	financialsupportCR: Please Select
	CRCourse: 
	CRAccom: 
	CRTravel: 
	CRSus: 
	CRTotal: 
	financialdetailsCR: 
	ESsignature: 
	ESdate: 
	section2: 0
	checktitle: 0
	receiptscheck: 0
	emailscheck: 0
	Addcommentsexp: 
	Coursecost: 
	Transportchhoose: Please select
	Transportcost: 
	Miles: 
	Carmilescost: 0
	Passengernumber: 
	Passengercost: 0
	Accommodationcost: 
	Subsistencecost: 
	ClaimTotal: 0
	Traineesignature: 
	Traineedate: 



