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1. INTRODUCTION 

NHS Dumfries and Galloway is fully committed to the ongoing development of all staff. 
The Organisational Development and Learning Strategy sets out the intention to ensure 
that the corporate priorities are supported through the development of knowledge, skills 
and competencies in the workforce. 

The policy is in line with the "Appropriately Trained and Developed" element of the staff 
Governance Standard for NHS Scotland –Staff Governance Standard ; - all NHS Scotland 
Health Boards are required to demonstrate that all staff members are appropriately 
trained and developed and that: 

• All staff have equity of access to training, irrespective of working arrangements or 
profession 

• Resources, including time and funding, are appropriately allocated to meet 
training and development needs. 

The Personal Development Planning and Review Policy supports the principle of enabling 
all staff to access learning opportunities whilst acknowledging that staff require to 'take 
responsibility to fulfil the agreed learning and development within their Personal 
Development Plan (PDP)'. 

2. POLICY AIMS 

This policy aims to:-

• Cover the period from May 2018 until May 2021, unless there are any organisation 
or legislative changes; 

• Provide clear information and guidance to managers and staff in relation to the 
criteria for authorising and applying for external and internal study leave; 

• Refer to all staff employed by NHS Dumfries and Galloway who apply for external 
and internal study leave; 

• Promote equity of access with regard to study leave applications. 

3. TYPES OF STUDY LEAVE 

Learning and development study leave applies to a wide range of activities, which: 

• may or may not incur costs; 

• may be undertaken in the working environment, or at a different venue; 

• may be provided by individuals or departments within NHS Dumfries and 
Galloway (internal study leave); 

• may be provided by an external provider (external study leave); 

• may be in the form of personal study time (internal study leave). 

Examples of study leave: 
• attendance at internal learning events/courses; 

• attendance at external conferences/seminars; 

• undertaking external courses of study; 

• undertaking online learning/studies; 

• personal learning time (eg reading, reflection time); 

• time off for examinations; 
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• secondment opportunities; 

• teaching and/or research activity; 

• participation in educational visits and study tours. 

4. APPLICATION AND APPROVAL PROCESS FOR STUDY LEAVE 

4.1 Guidance for Managers and Individual Applicants 

All employees may apply for study leave and this application will be considered; but 
authorisation of study leave will only be considered where the need has been jointly 
agreed as part of an individual’s personal development plan (PDP), or has arisen as a 

necessary requirement for the post. Study leave applications must be: 
• Beneficial to organisational needs or an organisational mandatory requirement; 
• Beneficial to, and linked to, job role &/or personal development plans. 

All study leave forms must be approved before the study leave period; this being 6 weeks 
if in the UK, and 8 weeks if study leave is overseas; this to allow enough time for the 
logistics of the study leave to be organised. 

It is at the line manager’s discretion whether study leave is authorised. The level of 
support, in both time and funding is to be agreed between the manager/budget holder and 
the applicant. Consideration will be given to the amount of study leave previously granted 
to the applicant. Consideration will also be given as to level of priority that the request 
falls under – see Appendix 1. 
Consideration will also be given to departmental staffing levels. 

Any requirement for the Health Board to reclaim costs should the member of staff leave 
NHS Dumfries and Galloway, should be discussed and agreed prior to study leave being 
approved. Financial Guidelines for Study Leave can be found at Appendix 1. 

The Manager should return a copy of the Study Leave Application to the applicant with the 
feedback section completed, stating whether the application has been approved or not, 
and retain a copy for their records. 

If the application has been approved, it is the responsibility of the individual to ensure that 
the necessary practical arrangements are made to attend the required study leave event. 

Where appropriate, applicants must be able to state the manner in which they will pass on 
information to other interested employees, eg: write a report, lead a seminar, group 
discussion etc. This should be discussed and agreed with their line manager, prior to the 
study leave being approved. 

4.2 Additional Guidance for Individual Applicant 

In addition to 4.1 above, the applicant will be responsible for: 

• Discussing and agreeing development with line manager 

• Accurate, timely and full completion of the Study Leave Form, see Appendix 2 

• Booking a place on the course, once approval is given, unless other arrangements 
have specifically been made 

• Payment of fees on enrolment, with approval from the appropriate manager, that 
an invoice may be submitted to Creditors Section via the PECOS system 
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• Payment to the learning establishment for the percentage of any fee for which the 
organisation has not agreed to be invoiced 

• Any contribution towards development from an external source i.e. firms, 
suppliers, private sector organisations, must be declared through the gifts and 
Hospitality process (see the Gifts and Hospitality Policy) 

• Informing all those who should be notified of impending study leave absence 

• Informing line manager of any non-attendance at training 

• Alerting line manager at the earliest opportunity of any issues or concerns with 
regard to their course of study 

• Joint completion of the claim for reimbursement of study support expenses within 
the agreed timeframe and submission to Payroll using the e-expenses system 

• Notifying their manager of examination results or course evaluation and intended 
application of learning 

• Where appropriate. their individual contribution to fees in line with the Financial 
Guidelines and Process for Study Leave – Appendix 1 

• In some instances, course fees may be reclaimed by NHS Dumfries and 
Galloway, – Appendix 1 

• Where appropriate, sign the declaration with reference to repayment of fees. 

4.3 Additional Guidance for Managers 

In addition to 4.1 above, the manager will be responsible for: 

• Discussing and agreeing the learning, education or training with staff member, in 
line with the Organisational Development and Learning Strategy 

• Checking the study leave form has been fully completed, and signed, including an 
estimate of approximate costs 

• Return a copy of the completed Study Leave Application to the staff member with 
added feedback, see Appendix 2 

• Ensuring, where work cover is required, that this is co-ordinated in advance and 
that all relevant parties are aware of any impact on service provision 

• Joint completion of the claim for reimbursement of study support expenses within 
the agreed timeframe and submission to Payroll Services - using the e-expenses 
system 

• Where appropriate, ensuring repayment of fees due as discussed and agreed 
prior to approval, in line with Financial Guidelines for Study Leave – Appendix 1, 
process for reclaiming training costs, 

• Review of intended outcomes from the study leave, including personal 
development of staff member, impact on the service and sharing of learning 
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5 Medical entitlement to study leave and support is governed as follows: 

Consultants: Study Leave entitlement and support for Consultants employed in 
accordance with the 2004 terms & conditions (PCS (DD) 2004/2) can be found within 
this circular. 

Specialty Doctor/Associate Specialist: Study Leave entitlement and support for middle 
grade doctors employed in accordance with the 2008 terms & conditions (PCS (DD) 
2008/7), can be found within this circular. 

6 Trade Union/Professional Organisation Courses and Conferences 

Paid leave will be granted for attendance at trade union /professional organisation 
courses or conferences, which are integral to training. This will also apply to courses 
and conferences where these will be of benefit to the organization and the employee. 
Further details can be found in the Trade Union/Professional Organisation Facilities 
Policy. 

7 Study Leave for Doctors and Dentists in Training 

All applications for study leave are submitted for approval through 
TURAS, details can be found:-

http://www.scotlanddeanery.nhs.scot/media/176637/2018-02-study-
leave-policy-approved.pdf 

Subsistence rates can be found:-
http://www.scotlanddeanery.nhs.scot/media/2579/study_leave_travel_and_subsistence_rat 
es.doc 

Contact details for study leave requests are as follows:-
Doctors in training: - study.leave@nes.scot.nhs.uk 
Dentists in training: - dentalstudyleave@nes.scot.nhs.uk 

8. EQUALITY AND DIVERSITY 

The Study Leave Policy aims to (in relation to the nine protected characteristics of age, 
disability, gender (including transgender), gender reassignment, marriage and civil 
partnership, maternity and pregnancy, race/ethnicity, religion/faith and sexual orientation): 

• Eliminate unlawful discrimination, harassment and victimisation and other 
conduct prohibited by the Equality Act 2010 with regards to who is able to make 
use of study leave. 

• Advance equality of opportunity between people who share a protected 
characteristic and those who do not by meeting the needs of different groups 
and removing or minimising disadvantage. 
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• Foster good relations between people who share a protected characteristic and 
those who do not. 

Any staff member who has specific needs in relation to any of the protected 
characteristics should discuss these directly with the trainer, their manager or the 
Learning and Development Team. 

Reasonable adjustments must be considered as part of any training being delivered. 

Training and development opportunities will be made known to all relevant members of 
staff, with selection for training (including any criteria used for selection) being free from 
discrimination. Furthermore, NHS Dumfries and Galloway will take positive action in the 
provision of such opportunities to remedy disadvantage, meet different needs or increase 
the participation of people who share a protected characteristic. 
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Appendix 1 
Financial Guidelines for Study Leave 

1. PROPORTION OF SUPPORT - STUDY FEES, TIME, TRAVEL & SUBSISTENCE 

Where study leave takes place on a site other than the applicant’s base and where travel, 
accommodation & subsistence costs are incurred, the individual is entitled to 
reimbursement, as advised below, of their expenses. 

Reimbursement of fees for authorised short courses, seminars, conferences and events 
can include a contribution from the individual where they choose to self fund in agreement 
with their line manager. The manager can agree a percentage contribution, and if required, 
payment of the individual’s contribution can be made by agreed monthly payments through 
payroll deductions. 

This contribution may be a proportion of the total cost of study leave, or a proportion of one 
or more of the elements that make up the total cost ie: course fees, study time, travel, 
accommodation, books/equipment and subsistence. 

*Any contribution towards development from an external source i.e. firms, suppliers, private 
sector organisations, must be declared through the gifts and Hospitality process (see the 
Gifts and Hospitality Policy) 

1.1 General guidance: linked to the organisation’s levels of priority for learning and 
development, see Learning and Development Strategy, are: 

Level of 
Priority 

Description Level of Support from 
training budgets Other Funding Sources 

Level 1 

Organisation’s 
Mandatory Training + 
Job specific essential 
qualifications and 
updates 

100% Not required 

Level 2 
(2a & 2b) 

2a: Individual 
development required 
for current role 

2b: Service 
improvement/ change 
and role redesign 

50 – 100% 

May be able to access 
other funding sources to 
top up allocated support 

eg: 

•Department budgets 

•Endowments 

•National Initiatives 

•Service 
Developments 

•Personal 
Contribution 

Level 3 

Career progression -
Personal development 
not directly related to 
current role (including 
further education 
leading to a 
certificated 
qualification) 

may contribute 

25 - 50% 
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1.2 The Board can re-claim costs: from staff who leave NHS Dumfries & Galloway, or 

course of study. This will have been discussed and agreement reached and confirmed by 

both applicant and Manager prior to the study leave being approved:-

• 100% of all training costs may be required to be repaid to the Board if an employee 

fails to complete the course of study 

• 50% of all training costs may be required to be repaid to the Board if an employee 

leaves their employment within one year of completion of their qualification and 

25% within 1-2 years. 

• If an employee moves to another NHS Health Board within NHS Scotland, no cost 

recovery will be required 

• Extenuating circumstances will be taken into account as appropriate 

• The decision will be at the discretion of the Director of Finance/Workforce Director 

Process for reclaiming training costs:-
Invoice would be raised and individual would require liaising with the Debtor section to 
ensure full repayment. 

This will not normally be a period greater than 12 months; however, individual 
circumstances will be taken into account. 

If the employee fails to agree to repayment schedule, a repayment schedule will be 
initiated and the details confirmed to the employee in writing. While NHS Dumfries and 
Galloway would see this approach as a last resort, this will be initiated in line with the 
Employment Rights Act 1996. 

2. RE-IMBURSEMENT RATES FOR - STUDY FEES, TRAVEL & SUBSISTENCE 

When claiming re-imbursement, these are the rates: 

2.1 Travel Expenses 

• When on study leave the mileage rate payable is public transport rate/reserve rate. 
For those with leased cars it is current rate payable for the Board’s lease car. 

• Passenger mileage can be claimed for those taking passengers using their own 

vehicles. If there are any lease car users within the group, the lease car must be 

taken (Lease car drivers cannot claim passenger mileage). 

• All employees shall take the fullest possible advantage of available cheap fares for 
travel, including train and flights, and should notify as far in advance as possible 

• If the journey exceeds 100 miles in total a pool car must be used (except for those 
with leased cars). Further information/enquiries on how to book please contact: 
Transport Department, Crichton Royal Hospital, Extension Number 34253 or Direct 
Dial 01387 244253. 

• Taxi fares will only be reimbursed when the public transport system is inadequate or 
when the journey is urgent. Receipts must be provided. 
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• In exceptional circumstances (hardship), applicants may apply for their hotel/train 
expenses to be booked and paid for before the event. These requests must be at 
least six weeks before the travel date, to maximise the cost effectiveness of travel 
and accommodation, and must be submitted on the advanced payment memo, this 
can be found:-
Beacon/documents/browse/finance/Payroll service/eExpenses Travel/travel & 
accommodation booking request. 
If received after the 6 week timescale the expenses team will return without payment. 

2.2 Accommodation Expenses 

• Commercial Accommodation: 

• Actual receipted cost of bed and breakfast up to a MAXIMUM of £55 per night 
(subject to the provisions of paragraph 18.3, of the Agenda for Change Terms 
and Conditions Handbook if this is exceeded for genuine business reasons). 
(18.3) Where the maximum limit is exceeded for genuine business reasons 
(e.g. the choice of hotel was not within the employee's control or cheaper 
hotels were fully booked) additional assistance may be granted at the 
discretion of the employer. 

• Non-Commercial Accommodation up to a maximum of £25 per night. 

2.3 Subsistence Allowance 

− The maximum reimbursement that Dumfries & Galloway Health Board will 

reimburse staff is £75 per day. (£55 accommodation + £20 meal allowance per 24 

hour period). 

− Subsistence allowances will only be payable where no provision is made within the 

course or training facility for food and drink. 

• Daily Meal Allowances. Over 5 hours away from office, but MUST include full 
lunchtime period of 1200 hours to 1400 hours, £5. if expenditure is more than would 
have been spent on meals if employee had been at their work base, i.e. only the 
difference up to a maximum of £5 is claimable. A receipt must be provided. 

• Evening Meal Allowance (more than ten hours away from base and return after 
7pm) £15 - receipt must be provided 

• Over Night Stay Meal Allowance: for 24 hour period a maximum of £20 meal 

allowance can be claimed in a 24 hour period. Receipts must be provided. 

Please note alcohol costs will not be reimbursed 
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3. OVERSEAS STUDY LEAVE 

3.1 Definition of Overseas Study Leave 
For the purpose of this policy, overseas study leave is defined as for any of the activities 
listed below which are taking place outside of the UK. 

• Courses 
• Seminars 

• Conferences 

• Exams 
• Participation in educational visits and study tours 

• Teaching 

• Research 

This list is not exhaustive. However, the intention of this section is to provide clear guidance 
about support available to staff where formal time off or funding to support overseas study is 
required. 

3.2 Eligibility 
This applies to all staff, irrespective of profession or grade, who have a permanent 
employment contract with NHS Dumfries and Galloway. Locum staff are not normally 
eligible. 

NHS Dumfries and Galloway will not normally fund overseas study leave more than once a 
year for any individual. 

3.3 Procedure for applying for Overseas Study Leave 
Applicants and Managers must follow the same procedures as in Section 4 of the Study 
Leave policy, with the following exceptions (and take into consideration the study leave 
entitlement applicable to medical staff): 

• Travel Insurance: Travel insurance for overseas study leave purposes is the 
responsibility of the individual, not that of NHS Dumfries and Galloway 

• Self Funding: Where an individual offers to self-fund travel and other costs 
associated with overseas study leave, NHS Dumfries and Galloway may use 
discretion to award paid leave. However, self-funding must be at the indidvidual’s 
request and not at the request of the line manager. Likewise, when individuals offer 
to attend NHS Dumfries and Galloway funded overseas study in their own time this 
can be approved as long as it is at the individual’s request. 

• Extending a period of Leave: If an applicant wishes to extend their leave to include 
a period of annual leave they may do so, subject to the exigencies of the service, and 
line manager approval. However, the costs borne by NHS Dumfries and Galloway 
must not exceed that which would have been borne for the overseas study leave 
alone. 

• Authorisation: Full details of course/ event/ fees/ travelling arrangements must be 
attached to the study leave form when passing to the line manager. It is at the 
manager's discretion if the study leave request is authorised. 
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• Processing Time: If applying for hotel/ travel arrangements to be paid before the 
event. The request must be made at least eight weeks before the travel date and 
must be submitted on the advanced payment memo 
(Beacon/documents/browse/finance/Payroll service/eExpenses Travel/travel & 
accommodation booking request) 

• Expenses: Should be submitted online. It is advised that the most cost effective 
travel/accommodation options are considered. 
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Appendix 2
DUMFRIES AND GALLOWAY HEALTH BOARD 

PROFESSIONAL STUDY LEAVE – APPLICATION AND AUTHORISATION 

NOTE: This form should be completed in full 6 WEEKS before the start of the study leave within the UK, and at LEAST 8 WEEKS in the 
case of overseas study leave. 

SECTION A (To be completed by the applicant and submitted to Line 
Manager/Budget Holder) 

Please Print 

Surname: _________________________ Forename: ____________________ 

Job Title: _________________________________________________________ 

Work Base: _______________________________________________________ 

Study Dates: _________________________ Total No. of days: ______________ 

Details of Course: 

Course Category (see level of priority- Appendix 1): ________________________ 

Course Title: ______________________________________________________ 

Provider: ________________________________________________________ 

Location: ________________________________________________________ 

Has a course place been provisionally booked Yes/No 

Are course fees required in advance Yes/No 
(If yes, registration form must be attached with authorized memo) 
Arrangements for repayment discussed and understood Yes/No 

Please complete a short supporting statement, stating how this 
activity will meet your learning needs (refer to your personal 

development plan):-

SECTION B (To be completed by Head of Department/Budget Holder) 
Copy of Form to be returned to applicant 

DECISION (*Delete where not applicable) 

Leave of _____ day(s) from _________________ to ________________ 

Approved/not approved* With/without pay* With/without expenses* 

*Reason for non approval: 

Estimated Costs Approx 

£ p Comments 

Course/Study Fee 

Travel Car/Bus/Train 

Subsistence Dates: (Max £75 per day) 

External contributions *refer to Gifts and hospitality policy 

Total 

*I agree that I will repay course fees as discussed and as per study leave policy 

Applicant’s signature_______________________________________________ 

Manager’s signature ______________________________________________ 

Budget Holder’s signature _________________________________________ 
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