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Study Leave Application Form

For

Training Grade Doctors:
StR, SpR, LAT and University Clinical Lecturer

THIS FORM TAKES EFFECT FROM 4 AUGUST 2010
PLEASE READ THROUGH THE ATTACHED FAQS AND THE POLICY ON THE ORH WEBSITE  BEFORE COMPLETING AND SUBMITTING THIS FORM. 

PLEASE COMPLETE THIS FORM IN FULL, WITH CLEAR WRITING IN BLACK OR BLUE INK IF HAND WRITING THIS FORM AND MARK ANY IRRELEVANT SECTIONS “N/A”.  IF YOU DO NOT COMPLETE THIS FORM IN FULL, YOU MAY DELAY YOUR APPLICATION.

FUNDING FOR AUGUST  – JULY  
The funding for the new Academic Year from August-July will be

 £600 pro rata
DOCTORS ON GP ROTATIONS PLEASE READ THE FOLLOWING
GP ST3 OR GpR – PLEASE APPLY THROUGH THE OXFORD DEANERY FOR ANY STUDY LEAVE

GP ST1 AND GP ST2 – IF YOU ARE IN THE GP POST AT THE TIME OF STUDY LEAVE, PLEASE APPLY TO THE OXFORD DEANERY. IF YOU ARE IN A HOSPITAL POST AT THE TIME OF STUDY LEAVE, PLEASE COMPLETE THIS FORM.

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:      
E-mail Address: 
We would like to use this email address to inform you of educational information eg courses, events, changes in study leave, the annual PMETB questionnaire etc.  Your email address will not be passed onto 3rd parties.  If you do not wish the Centre to use your email address, please tick this box   FORMCHECKBOX 

Base Hospital at time of study leave:      
     
Specialty/Department at time of study leave:      
Will you be in a research post, fellowship post or another type of out of programme experience 

post (OOPE) at the time of your study leave?      
Grade:   Clinical Lecturer, LAT, SpR, StR (FTSTA), StR (hospital doctor), StR (GP rotation)      
If SpR, StR or Clinical Lecturer please enter your Training Number      /      /      /      
If you do not insert your training number, the form will be returned to you and will not be processed.  If you have recently been appointed and not issued with a training number, please contact the Terence Mortimer Postgraduate Centre prior to submitting your form.
If SpR, StR, Clinical Lecturer or LAT please state whether it was the Trust or Deanery that appointed you:      
If SpR, StR (hospital doctor or general practice) or Clinical Lecturer, what is your CCT date?      
GMC Number:      



Who is your educational supervisor?(if you do not know write ‘do not know’):      
Please list all specialties undertaken at the Oxford University Hospital Trust (including the Horton Hospital), NOC or Oxford Health in the last 12 months, your current post and any posts you will undertake in the next 12 months, in chronological order.  This is so we can calculate your funding.

	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:      
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, including reasons for why the form may have been submitted late:

     
SECTION 5 – EXPENSES

If you are applying for the ALERT Course please refer to Point 17 in the FAQS before completing the expenses section.

Please state which option you are applying for by answering yes or no:

· I wish to apply for private study leave and no expenses:
        
· I wish to apply for expenses and approval of study leave:
     
· I wish to have this money topsliced from my budget:       
	
	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.

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.
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.

FOUNDATION DOCTORS PLEASE ALSO NOTE THAT WHEN THE FORM IS SUBMITTED TO THE EDUCATION CENTRE, THE FOUNDATION PROGRAMME DIRECTOR/S WILL ALSO NEED TO GIVE APPROVAL.
END OF FORM

When the form is complete, please submit to: The Study Leave Officer, Terence 

Mortimer Postgraduate Centre, The Horton General Hospital, Banbury, Oxon. OX16 9AL or 
fax to 01295 254437
Forms can also be put in the internal post.
     
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 the receipt of forms, approval of funds, general queries –
All other training grades except F2





Tel:
01295 229108 (1.00pm – 5.00pm)





Fax:
01295 254437





Email:

2. When do I need to apply?

Ideally, apply at least 6 weeks before the course. We know this is not always possible. At the minimum, we must receive the application before you attend.  Retrospective applications will not be accepted.

3. How long will my application take to process?

Applications, which are correctly completed, are usually processed within 4 weeks of receipt.  However should there be a query about your study leave form, this will delay the process.  If we are provided with an email address in the application form, the Education Centre will contact you, by email, to confirm that your application has been received.

4. How much money do I get?

£600 pro rata over the Academic year August   – July.
Per 12 months in post, you are entitled to 30 days study leave pro rata.  

5. Why do I only get £600 when most of my courses are 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.  

6. I am a SpR or StR, am I entitled to a bigger allocation?

No, the allocation is the same for all doctors.

7. When does my study leave year start from?

The study leave year runs from August.
8. What courses are eligible for study leave?

Generally speaking, all courses, conferences and private studies (one week for a specific purpose) are potentially eligible for study leave, provided they are relevant for your continued development and approved by your consultant / College Tutor.   Currently, the Director of Medical Education is happy to pay for mandatory Trust courses such as the ALS for StRs in A&E 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.  

9. Can I carry my budget forward?

Generally, not.   However, if you are remaining within the same Trust, this may be granted at the discretion of the Director of Medical Education.  Please submit a plan of training activity in the first year of your post, signed off by your consultant /college tutor/specialty programme director/educational supervisor.  In appropriate circumstances, we can then roll your money forward to enable additional spending in the next year your plan.  If you do not submit a learning plan by 1 JUNE your money will not be rolled forward; this is because all doctors accounts close at the end of each financial year and therefore the money will not be available to be rolled over.
10. Can I apply for expenses for exams?

For SpRs, StRs and Clinical Lecturers, we cannot pay exam fees, but we do pay expenses, eg travel.  
11.   Can I claim for academic courses?

 No, the Education Centre does not pay for courses such as Masters courses, however for SpRs, StRs and Clinical Lecturers we do pay for other expenses eg travel.  
12.  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.  SpRs, StRs and Clinical Lecturers  can claim from your base hospital to the destination of your course in the UK.  We will not pay for travel overseas.  
13.  What expenses can I apply for towards my accommodation?

We award up to £55 a night towards accommodation costs, where appropriate, for SpRs, StRs and Clinical Lecturers.   
14 Can I apply for food and subsistence costs?

We do not pay food and subsistence costs for any grade of doctor.
15 On 6th August, I am rotating to another hospital and there is a course I want to attend on 15th August.  Who do I apply to for study leave?

You should contact the Postgraduate Centre that you fall under at the time of the course.  They will advise you on the process for applying for study leave at their hospital. You may only apply to the Terence Mortimer Postgraduate for courses that you undertake during your time at the JR, CH, NOC, Horton General Hospital, Mental Health Hospitals in Oxfordshire eg Warnford, Littlemore and Park Hospitals, Elms, Fiennes and Fulbrook Centres, Oxfordshire and Banbury General Practices. Study leave requests for Psychiatry doctors at Broadmoor should go to Broadmoor hospital.
16. Can I appeal, if I am not awarded what I have applied for?

Please write to us at the George Pickering Education Centre and outline the full details of the 
situation in your letter.  We will do our best to resolve any queries as quickly as possible.

17.                                                              
ALERT Course

1.
It has been agreed that the AICU Outreach Team will invoice the Education Centre direct for the fees for this course.

2.  Junior doctors do not need to submit a study leave form for the ALERT course as the George Pickering Postgraduate Centre will be invoiced direct by the course organiser.

3.  Should the cost of the course come to more than the year’s study leave allocation; the junior doctor will need to make up the difference.  

4. Funding for the ALERT course is not in addition to the annual allowance for study leave.
 Should doctors choose not to have these funds taken direct from their allocation, they should write to the George Pickering Education Centre before the start of the course 

18.    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 the Study leave officer see Point 1 for contact details.  If 
you are still not happy, please contact the Medical Education Manager within 3 weeks:

Chantal Vermenitch

George Pickering Education Centre


John Radcliffe Hospital




Headley Way






Headington



Tel:
  01865 (2)21394

Oxford




Fax:
  01865 (2)20651

OX3 9DU



E-mail:   chantal.vermenitch@orh.nhs.uk
SECTION 9 – COMMENTS AND/OR SUGGESTIONS

If you have any comments and/or suggestions regarding this form, application process or any other matter concerning study leave please complete the section below stating clearly and legibly your case.

This section will be considered strictly confidential and will be detached from your application.

If you wish to have a formal reply to your comment or suggestion, please write your name and address below.

Name:       
Address:       
Comments and/or suggestions:      





















PAGE  

Document updated as of 19/12/2011

1



