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The Three Deaneries are committed to developing postgraduate training programmes for both general and higher professional training as laid down by Colleges and Faculties, and sanctioned by the Postgraduate Deans. The Three Deaneries are South Yorkshire and South Humber, Trent and Leicestershire, Northamptonshire & Rutland (LNR). As study leave is an integral part of educational programmes, doctors and dentists in training grades are actively encouraged to take their study leave entitlement by attending local, regional or national courses. Indeed, it is important to note that trainees, as part of their terms and conditions of service, are contractually obliged to undertake such courses of study as agreed with their educational supervisor/programme director.

This booklet provides guidance in accordance with current advice and information from the Department of Health, Whitely Council Rules, and the Conference of Postgraduate Medical Deans (CoPMeD) who have set out the processes to be used when considering applications for study and professional leave.

It is hoped that the guidance will be helpful to doctors in training, Trust Directors of Postgraduate Medical and Dental Education/Clinical Tutors (TDPMDE), College Tutors, Training Programme Directors, Educational Supervisors, Clinical Directors and Medical Staffing Officers.

This booklet is for your personal use and to be retained throughout your training as a SHO and SpR. Evaluation forms will soon be introduced to accompany the application process to produce a qualitative data base for local, regional and extra regional study leave.

The Three Deaneries Study Leave Committee is currently undertaking a pilot project to refine the link between Personal Development Plans, specialty supervisors of Study Leave Approval and the RITA process. Followng this pilot, the Committee will implement these developments and this will be accompanied by a new edition of this Policy Document.

1
Three Deaneries Study Leave Committee

The membership of the Study Leave Committee which reports to the Three Deaneries Postgraduate Medical and Dental Education Committee consists of representatives from: Associate Postgraduate Deans, Chairs of Regional Specialty Education Committees, Directors of Postgraduate Medical & Dental Education/Clinical Tutors, Trent Workforce Confederation, Programme Directors, Junior Representatives of the BMA, Medical Personnel Managers, Regional Royal College Advisers and Managers of Postgraduate Deans Offices.

It has the following functions:​
a)
To formulate a strategy across the three Deaneries for the provision of study leave and ensure that a cohesive approach is maintained.

b) 
To ensure that there is an appropriate and satisfactory study leave policy in the three Deaneries and to ensure reasonable uniformity of practice in the consideration of study leave applications within the three Deaneries for hospital doctors and dentists in the following grades:

· Specialist Registrar (including VTN and FTN holders)

· Senior House Officer (including GPR trainees whilst working in hospital posts)
· Post-Registration House Officer in Dentistry

c)
To encourage the effective use of study leave and ensure adequate provision is maintained for medical and dental training grades.

d) 
To ensure that all study leave applications are considered by the appropriate Trusts in the Region in such a way that full account is taken of individual's training needs and service requirements.

e) 
To be able to give advice to Trusts with study leave problems and to be consulted in such situations utilising advice from Speciality Education Committees and local Education Committees.

f) 
To decide on difficult or borderline cases on which the appropriate local officer (Clinical Tutor/Director of Postgraduate Medical and Dental Education) has been unable to make a decision.

g) 
To hear and decide appeals relating to applications for study leave 

h)
To confirm action taken by the Chairman under delegated authority.

i)
To encourage specialities to develop local or regional courses and to provide financial assistance in the first year for these developments.

An NHS Trust, should in accordance with the Educational Contract, implement the decision made by the Three Deaneries Study Leave Committee.

2 General Notes

Although study leave regulations are couched in formal terms, in practice, postgraduate medical and dental education has evolved and is continuing to evolve.

It is becoming standard practice for trainees to have in addition to Clinical Supervisors, an Educational Supervisor who may be an individual consultant or a consultant with more formal responsibilities, such as a College Tutor, Specialty Tutor or TDPMDE. For every trainee, the Educational Supervisor should be explicitly identified on appointment, since he/she_ is responsible for overseeing the trainee's postgraduate educational programme.

All trainees must have an agreed Personal Development Plan (PDP). This must be signed by the Educational Supervisor. A copy of the PDP must accompany all study leave applications to be sure of acceptance. All applications must be made on the appropriate application form and signed by the Educational Supervisor. As with applications for annual leave, study leave applications must be submitted six weeks before the date of the leave and claims for expenses arising out of agreed study leave must be submitted within six weeks of attendance. Only in exceptional circumstances would a written request describing mitigating circumstances, such as sick leave, allow consideration of discretion on this requirement.

Additionally, many specialties have complex rotational training programmes with frequent moves, often involving multiple Trusts and Directorates during which a suitable postgraduate programme requires to be tailored to the needs of individual training.

The following documents some responsibilities for trainees and their supervisors.

1 It is the responsibility of the Training Programme Director for each grade (as indicated below, SHOs as well as SpRs will shortly have supervisors fulfilling this role) to ensure that all trainees rotating between Trusts have a written indication of which Trusts they will be visiting in the following 12 months.

2 Where there is a possible choice of Trusts for a trainee later in the year, this should also be indicated. It is the responsibility of Trusts hosting trainees on frequently cycling rotations, to exercise their discretionary responsibilities thoughtfully when given adequate notice of a trainee's study leave. Trainees may move Trusts as frequently as every three months. This can lead to considerable difficulty in funding courses for those trainees who sign a new contract with each move because they do not have a combined Lead Recruiting and Lead Employing Trust. Such trainees have the following responsibility:

a) With reference to the PDP agreed with their Educational Supervisors, these Trainees must submit their study leave application for those subsequent 12 months at the beginning of each year.

b) The application is to be made to the Trust to which they first rotate for that year.A covering letter should be submitted indicating the various Trusts to which they may be rotating to during the year (as supplied by their Programme Director), with a copy of the relevant PDP attached.

c) Where rotational information is incomplete, the trainee should indicate this.

The TDPMDE to whom the plan is submitted will then be in a position to negotiate the source of funding for the coming year.

d) Where trainees have indicated they have been given an incomplete advance timetable for their rotation, this information should be collated by the TDPMDE and returned to the Speciality Committee and the Postgraduate Dean annually.

e) When plans alter, perhaps due to a change in planned rotation or perhaps due to a change in the PDP, the trainee should promptly pass on this information to the relevant TDPMDE. Whilst not mandatory, failing to make the application prospectively in this way will increase the chances of confusion over funding, and
reduce the chance of accessing funding beyond that specifically allocated, pro-rata, for the duration of the current placement.

Those Training Programme Directors and SHO Supervisors that already find planning ahead difficult are strongly advised to seek the support of their Training Committee and their Postgraduate Dean. The Study Leave Committee believes that the outcome of the Chief Medical Officer's consultation document on the future of the SHO grade (August 2002, www.doh.gov.uk/shoconsult) will require the majority of training programmes to implement the above and other changes in the near future, irrespective of Study Leave Policy developments.

Study leave for trainees forms an integral part of training programmes and should be planned accordingly. It should be routine, therefore, that an application for study leave be submitted by a trainee in conjunction with their Educational Supervisor or appropriate Tutor and that it should be done so with sufficient advance notice. The Educational Supervisor or Tutor should pay due attention to service implications. For example, when there are several trainees at the same stage of their training programme then a suitable strategy needs to be devised for balancing service and training needs. Those trainees rotating infrequently (twice or less per year), and all those trainees whose contracts are held by a Lead Employing Trust, will find these arrangements slightly more straightforward. Nevertheless, the same principles apply for all trainees as is dealt with in some detail above for frequently rotating trainees on repeatedly changing contracts.

An application for study leave, which does not form part of an individual's postgraduate training programme, is likely to be rejected. Applications should therefore be accompanied by a copy of the individual's PDP indicating how the leave contributes to the PDP.

Applications to attend educational courses outside the Region will not normally be considered when an appropriate course is available within the Three Deaneries.

Overseas doctors who are planning to return to their home countries should have the same access to study leave as doctors in the same grade who are following a career in the UK.

Career guidance is available, either as a system superimposed on training schemes as a separate organisation or, more usually, as an intrinsic function provided by the Educational Supervisor. A key part of the guidance is a feedback mechanism whereby the trainee reports on any gaps, problems or deficiencies in the training programme. The RITA Process and Annual Review for SpRs, and soon for SHOs, is the ideal opportunity for this.

3
Definition of Types of Leave

For ease of reference when the term 'authorising body' is used it should be understood to refer to NHS Trust or Primary Care Trusts.

It is important when considering an application for leave to be clear upon the classification of absence and whether or not the application submitted is for study leave or whether it falls under another category.

Study Leave
Study Leave or professional leave is granted for postgraduate purposes approved by the authorising body and includes study (usually, but not exclusively or necessarily on a course), research, teaching, examining or taking an examination, visiting clinics and attending professional conferences.

Professional or study leave will normally be granted to the maximum extent consistent with maintaining essential services in accordance with the recommended standards.

Special Leave
Special Leave is granted for the attendance at courses which doctors are invited to attend by the Trust where they are working at the time, ie Management Courses, Equal Opportunity Awareness organised for Specialist Registrars.

Approved Duty
The definition of Approved Duty can cause difficulty, but in most cases, doctors who are required or requested by their host Trust to undertake a period of study or visit certain centres outside their normal contract for the benefit of the Trust, are granted Approved Duty. Doctors may be asked to do this in order to obtain advice for their Trust to expand their own area of expertise and, therefore, improve or alter the service provided to the community. Occasionally, a trainee may be asked to attend a meeting as a representative of his/her host unit and this will be treated as Approved Duty. Where a trainee is appointed to a National Body, for example a Royal College/Faculty Committee or General Medical Council/General Dental Council, attendance at these meetings should be considered by the authorising body as Approved Duty.

It is important to note that expenses incurred as a result of Approved Duty should not be paid from the Study Leave budget.

4
GP Trainees/Registrars undertaking a hospital post during their Vocational Training for General Practice

a) In order to integrate and value education equally between the service requirements of the specialty and training for General Practice, trainees should be allowed to attend essential training sessions within the speciality and to attend half day release sessions on the local Vocational Training Scheme. These may include sessions unrelated to their current post but which are specifically designed to facilitate the trainee's development in his/her chosen future career in General Practice. However, where possible, attendance at hospital specialty courses should occur whilst the trainee is undertaking a placement in that specialty unless they specifically clash with the half day release course.

b) To organise the study leave requirements of the trainee during a particular hospital post, early discussions should take place between the trainee, Clinical Tutor or his/her representative in the hospital and the General Practice VTS Course Organiser. Advice will be available from the Director of Postgraduate General Practice Education/Postgraduate Medical Dean-General Practice or the responsible Associate Director if difficulties occur.

5
Approval Process

It is important to note that dependent upon locally agreed protocols within the three Deaneries the Trust will have a role in authorising that:

1
the application is of educational value, relevant to the published specialty curriculum and documented in the trainee's Personal Development Plan (PDP)

2
the absence has been Agreed with the supervising consultant and cover (where appropriate) will be provided

3
the trainee is not exceeding study leave entitlement

a) Applications for all forms of study leave should be submitted on the appropriate form to reach the authorising body at least 28 days before the period of leave. If locum cover is required it is essential to provide additional notice.

The trainees current agreed and signed PDP must accompany the application.

It must document that the study leave is part of the PDP

Those trainees rotating more frequently than every six monthly are strongly advised to make their application for the whole year, prospectively, 12 months in advance. The basis and process required is detailed in section 2 above.

On occasions when details about the proposed study leave are not available, a provisional application should be submitted for conditional approval as described above and no later than 28 days before the possible study leave dates and full information provided when it becomes available (the application can be withdrawn if it transpires that the study leave is not required). If in doubt about details, enquiry should be made of the appropriate Tutor.

b) Under special circumstances, an authorising body as the discretion to allow late applications where they judge it appropriate, but retrospective applications will not be allowed.

c) Records of study leave applied for and taken should be retained by the trainee and by the Trust.

6
Reimbursement of Salary and Expenses

a) There are Department of Health regulations concerning salary, travelling expenses and subsistence. Claims must be in writing using the appropriate forms and should be made within 28 days of the study leave being completed. Failure to meet this timescale may endanger a successful application.

b) Unless special considerations exist, authorising bodies should pay all reasonable expenses which arise as a natural consequence of granting leave, that is, travelling and subsistence in accordance with prescribed rates, together with appropriate fees. Authorising bodies will, however, exercise discretion to pay less than full expenses in circumstances where this is deemed reasonable and agreed with the applicant prior to attendance at an event; e.g. where practitioner's expenses are met wholly or partly by non-exchequer funds.

c)
Where possible, staff are encouraged to take advantage of concessionary fare arrangements.

d) Claimants are advised to refer to their approval letter as to the subsistence allowances payable and as to which receipts are required for reimbursement when making a request for payment of expenses

7 
Entitlement to Examination Leave

a) Whilst it is essential for doctors in training to obtain an appropriate higher qualification, financial support will not be provided to allow them to obtain the equivalent qualification of two or more Colleges/Faculties.

b) Applications require the approval of the Consultant(s) and Clinical Tutor and should be submitted to the authorising body, on the appropriate application form, at least four weeks in advance of the examination taking place.

c) Examination leave should be approved with pay and expenses within the United Kingdom for a maximum of two attempts at any one part of an examination. Salary, travelling expenses to the examination centre and subsistence should be paid, but not examination fees.

Third and subsequent attempts at any one part of an examination are not funded by Study Leave expenses. Study leave may be provided for third and subsequent attempts at an examination in negotiation with the TDPMDE. However, this can only be with the support of the Training Programme Director who must provide support documentation of satisfactory educational progess in post.

8
Appeals Procedure

Applicants who wish to appeal against a decision relating to study and professional leave, should do so initially through the local appeals procedure at the Trust which the original application was made.

Doctors who wish to appeal should bear in mind that study leave is discretionary and authorising bodies are allowed to turn down applications for study leave if it is felt that it is not in the interest of the doctor concerned or the NHS, or the maintenance of the service is compromised.

All appeals must be in writing and submitted with comprehensive and detailed documentary evidence in support of the appeal. Those involved in the appeals process will only consider written evidence placed before them in a timely fashion.

The Three Deaneries Study Leave Committee expresses the fervent wish that authorising bodies will make every effort to avoid turning down applications for study leave simply on the grounds of insufficient funds.

In cases where there has been a prima facie breach of the Terms and Conditions of Service or the guidelines in this policy document, and the matter is not settled to the applicant's satisfaction by the local appeals procedure, the applicant then has the right to appeal to the Three Deaneries Study Leave Committee.

Appeals to the Three Deaneries Study Leave Committee should be addressed in confidence to:

The Chairman

Three Deaneries Study Leave Committee Trent Deanery

Tower Building Floor 15 University Park University of Nottingham Nottingham NG7 2RD

Chair Three Deaneries Study Leave Committee - Dr Charles Cooper With thanks to Mrs Sue Punt, Mr Roger Arkell and Cherry Cadiente

