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George Pickering and Terence Mortimer Postgraduate Centres

Application form for Study Leave Days, Study Leave Funding, ALS/ILS Funding and Taster Weeks
F1 AND F2 DOCTORS 
ONLY
This form takes effect from 22 November 2011
IMPORTANT INFORMATION:

· Read through the attached FAQs and the Study Leave Policy on the OUH website before completing and submitting this form. 
· The Study Leave Policy applies to all forms of Study Leave including ILS, ALS, and Taster Weeks.
· Complete this form in full, with clear writing in black or blue ink if hand writing this form

· Mark any irrelevant sections ‘NA’ 
· An up to date copy of the Summary Overview from your ePortfolio must be attached to this form - your application is not complete without the inclusion of this document
· Incomplete applications will not be accepted
· Retrospective applications will not be accepted
SECTION 1 – PERSONAL DETAILS

TO TYPE INTO THIS FORM THE TAB KEY ON YOUR COMPUTER CAN BE USED.
Title 


First Name     


Surname     
Home Address:      
Has your home address changed in the last 3 months?  Yes/No      
Contact Telephone Number:      



Bleep:      
Email Address:      


Base Hospital at time of Study Leave:      
     
Specialty/Department at time of Study Leave:      
Grade:          
GMC Number:      



Who is your educational supervisor? (if you do not know write ‘do not know’):      
Please list all specialties you will undertake during your Foundation year. 
	Start Date 
	Finish Date
	Specialty/Department
	Base Hospital

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	
	


SECTION 2 – LEAVE DETAILS

Dates of Leave: 
From      
To      
Total number of days:      
Title of course/purpose of leave (if you are requesting private Study Leave, please state what the leave is to be used for:      
Organisers:      
Name of Venue (e.g. John Radcliffe):       

Name of Location (e.g. Oxford):      
SECTION 3 – EDUCATIONAL PLAN

Have you discussed this course/leave with your Educational Supervisor/Consultant as part of your appraisal/ assessment process?

     
How will this course/leave contribute to your learning and development?

     
Why/how did you choose this course in particular? 
     
Please give details of your educational plans for the next few years:      
SECTION 4 – ADDITIONAL COMMENTS

Please add any further comments that you wish to make regarding your application:
     
SECTION 5 – EXPENSES

Please tick the box which applies to the option you are applying for:
 FORMCHECKBOX 

I wish to apply for Study Leave and no expenses          
 FORMCHECKBOX 

I wish to apply for Study Leave and reimbursement of expenses 
 FORMCHECKBOX 

I wish to apply for reimbursement of expenses only and no Study Leave
	
	Amount

	REGISTRATION FEES
	£      

	TRAVEL*
	     

	Car Miles – Number of miles round trip
	     

	Car Miles at 0.23p per mile – Total Cost
	£      

	Train Fare
	£      

	Air Fare (UK only)
	£      

	Other Travel Expenses (please state)
	£      

	ACCOMMODATION
	

	Number of Nights
	     

	Total Cost at £55 per night 
	£      

	Total Applied for:
	£      


*If you are not sure how much funding you need to travel, please over estimate.  Details of travel received after the form is submitted will be counted as a retrospective application which will not be accepted.

Will you be receiving financial support from any other source for this Study Leave? Yes/No      
 (If yes, please give details)      
Please list any other Study Leave applications that you have submitted in the last 12 months, including any pending.
	Date
	Course
	Total Amount Claimed

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     

	     

	     
	     


SECTION 6 – SIGNATURES AND DECLARATIONS

SECTION 6.1 - Applicant

· I declare that all the information given on this form is full and correct, to the best of my knowledge.
· I have included with this application an up to date Summary Overview printed from my ePortfolio.
Signature:      

Print Name:      

Date:      
 SECTION 6.2 –Consultant

This must be the consultant that you will be working for at the time of your Study Leave. (Even if you are only applying for funding and no time off, this section must be signed.)
1. Is this a mandatory Trust course? Yes/No      
2. Is this a mandatory departmental course? Yes/No       

3. Is this a mandatory royal college course? Yes/No       
I declare that this doctor will be in a training grade post at the time of Study Leave.
Signature:      


Print Name:      


Date:      
Doctors, including incorrect information on this form will be classed as a probity issue and will be dealt with appropriately. 

END OF FORM

When your application is complete, please submit to: Jessica Wilson, Foundation Programme Study Leave 

Officer, George Pickering Education Centre, the John Radcliffe Hospital, Headley Way, Headington, Oxford, 
OX3 9DU or fax to 01865 220651
SECTION 6.3 – Foundation Training Programme Directors (For Office Use Only)
Signature:      

Print Name:      


Date:      
SECTION 7 – DATA PROTECTION ACT - 1998

The Education Centres will not release details given on the form unless written permission is received from the applicant.  Your details may be added to the Centre’s database so that you can be informed about forthcoming training events and courses. In addition, this application form will be kept for 2 years from the date of the course before being destroyed.

SECTION 8 - FREQUENTLY ASKED QUESTIONS
1. Who should I contact about my Study Leave application?

For any queries or clarification about the Study Leave policy and/or your application please contact:

Jessica Wilson, Foundation Programme Study Leave Officer


Phone:
01865 857 944
Email:   
jessica.wilson@ouh.nhs.uk  
2. When do I need to apply?

Ideally, apply at least 4 weeks before the leave. We know this is not always possible. At the minimum, we must receive the complete application one day before your planned Study Leave.
RETROSPECTIVE APPLICATIONS WILL NOT BE ACCEPTED
3. How long will my application take to process?

Applications are usually processed within 4 weeks of receipt.  However should there be a query about your Study Leave form, this will delay the process.  
4. What happens once my application has been submitted?
When your complete application has been submitted, it is then passed onto the FTPDs for approval. Subject to approval, your application is then processed through the Study Leave database and a letter will be sent to you notifying you of approval of your request. If you have been approved for reimbursement of expenses, this letter will have instructions on how to claim your money back. You will need to keep all receipts and submit these with your letter to the Cashier’s Office. If your application has been unsuccessful, you will be notified by e-mail and/or letter.

5. How much money do I get and how many study days am I entitled to?

F1

For the F1 year, there is no Study Leave funding, but you have an allocation of 5 days for a Taster Week. Also, if you are an F1 at the OUH/Oxford Health during the first six months of your F1 year, the Centre may pay for your ILS course registration fee. 
F2

For the F2 year, you will receive £350 for your Study Leave budget. The Centre may also reimburse you for the registration fee associated with the ALS course in addition to your regular Study Leave budget.
F2 doctors are allocated 30 days Study Leave for the 12 month rotation, minus any Study Leave taken during F1.  

6. Why do I only get £350 when most of my courses cost a lot more than this?

Funding for Study Leave is provided by the Postgraduate Deanery, there is no Trust funding available and the allocation per doctor is made depending on the amount provided.  If additional funds become available during the financial year, the Education Centre at their discretion can allocate further funding to those doctors who need additional expenses.
7. When does my Study Leave year start from?

The Study Leave year starts in August. 
8. What courses are eligible for Study Leave?

F1

Taster weeks only and the Centre may pay for the cost of the ILS course.
F2
Outside of courses specifically relating to professional examinations, most courses, conferences and private study (for a specific purpose) are potentially eligible for Study Leave, provided they are relevant for your continued development and approved by your consultant.   Currently, the Foundation Training Programme Directors are happy to pay for mandatory Trust courses out of the Study Leave budget.  However this funding will come out of the doctor’s Study Leave allocation for the year and will not be in addition to the allocation.  
The Centre will not approve funding or time for revision for professional examinations or preparation courses for professional examinations. However, you may apply for Study Leave for the day of the exam itself.
The Centre does not pay fees associated with academic qualifications such as Masters, however it can pay for other expenses e.g. travel. There is a separate educational fund to which you can apply for funding. Please contact the Medical and Dental Education Manager.
9. Do I need to fill out this form if I only want funding and not time off, or only time off and no funding?
Yes, you need to submit at Study Leave application if you would like to apply solely for funding or solely for time off.

10. Does my consultant need to sign this form if I’m only applying for funding and no time off?

Yes, your consultant needs to sign this form in Section 6 even if you’re only applying for funding.

11. I was told I only need to fill out my department’s Study Leave form to get time off, is this true?
If you wish to take Study Leave day(s), a Taster Week, and/or be reimbursed for expenses, you must fill out this Study Leave form. You may also have to fill out a form for your department to authorise the time off. 
12. Can you pay the registration fees for courses directly from my Study Leave budget?

We cannot pay for any courses directly from your Study Leave budget, except those offered by the George Pickering Education Centre or Terence Mortimer Post Graduate Centre. You will need to pay for any expenses first and then apply for reimbursement. However, we must receive your Study Leave application before the date of the course.

13. Can I get reimbursed from my Study Leave budget for the costs of printing for a poster presentation?
No, you can’t get reimbursed for costs associated with printing a poster for a presentation. 
14. Can I carry my budget forward?
No, you are not able to carry your funding forward.

15. What do I get for travel expenses?

Generally, we approve the cheapest method of travel, which is standard class Public Transport or mileage at 23p per mile, which is the standard NHS rate.  You can claim from your base hospital to the destination of your course in the UK.  We will not pay for travel overseas.  
16. What expenses can I apply for towards my accommodation?

We award up to £55 a night towards accommodation costs.   
17. Can I apply for food and subsistence costs?

We do not pay food and subsistence.
18. Can I appeal if I am not awarded what I have applied for?

To appeal the decision on your Study Leave application, please write to the Medical Education Manager (contact details below) within 3 weeks of the date of the notification letter/e-mail. Please include the full details of the situation in the letter.
19. I am not happy with the way my Study Leave application has been dealt with, who should I contact?

In the first instance please contact Chantal Vermenitch, Medical and Dental Education Manager:

George Pickering Education Centre


John Radcliffe Hospital




Headley Way






Headington





Oxford



Fax:
  01865 (2)21 865
OX3 9DU



E-mail:  chantal.vermenitch@ouh.nhs.uk
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