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1.   Policy Summary 
 
The Royal United Hospitals NHS Foundation Trust is committed to the development 
of its staff. It aims to ensure that it has the people with the skills and knowledge 
required to deliver high quality patient care. 
 
This policy: 
 

 demonstrates a genuine commitment to learning and development and 
continuous professional development 

 places the appraisal process at the heart of development, identifying and 
prioritising staff development 

 ensures all available resources are planned and used in the most effective 
way to ensure most value 

 encourages staff to take responsibility for their own learning 

 promotes good practice throughout the Trust 
 
 

2.  Policy Statements 
 
This policy seeks to provide guidance to staff and managers on the allocation of 
study leave for learning and development activities in a fair, transparent and 
consistent manner. 
 
This policy applies to all substantive employees of the Trust with the exception of 
medical staff who have their own access to study arrangements. Click here 
http://webserver.ruh 
bath.nhs.uk/staff_resources/governance/policies/hr.asp?menu_id=10 and scroll to 
Study/Professional Leave Policy for Consultants, Associate Specialists and Staff 
Grade Doctors 
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3.  Definition of Terms Used 
 

Training 
type 

Sub-type Definition 

Mandatory 
Training 

Core Skills  
 

 

 Required by law (statutory) or because of national or 
organisational standards/ regulations 

 Included in the Skills for Health Core Skills Training 
Framework (CSTF) 

 Reported on STAR and included in the calculation of 
Trust overall mandatory training compliance %  

 Compliance monitored at divisional performance 
meetings, SWC, Management Board and Trust Board 

 Compliance reported to CQC 
Essential 
Skills  

 Underpinned by regulation or recommendations   

 Organisation deems significant patient safety risk 

 Compliance monitored by Subject Matter Expert and 
relevant RUH committee 

 Reported on STAR 

 Continuing 
Professional 
Development 
(CPD) 

 Learning activity which improves the knowledge and 
skills required to do a job or develop on a career 
pathway 

 Optional – made available to staff eg via their personal 
development plan 

 

NB – change of terminology to clarify the difference between core skills and essential 
skills subjects and use the umbrella term ‘mandatory training’ to cover all required 
training reported on STAR.  Core Skills subjects were previously referred to as 
mandatory training. 
 

Study Used to describe any learning or development activity 
that necessitates the individual being released from their normal 
work duties. 

Study leave Leave granted with or without salary or expenses to 
enable staff to participate in learning or development 
activity. This may take the form of a course, event, 
conference, examination, continuing professional 
development activity, coaching, mentoring and 
shadowing. It also covers training for staff 
representatives (which is a statutory right). 

Personal 
development 
training 

Learning or development activity that is not essential but 
that supports an individual’s development or career 
progression, identified as part of the Personal 
Development Planning process 
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4.  Accessing Leave  
 
Study leave is defined as a period of time when a member of staff is allowed paid 
time out of the workplace to pursue a development need which has been identified 
as forming part of their personal development plan. 

 

4.1 Eligibility criteria for Study Leave 
Study Leave may be considered by the Trust where the following criteria 
apply, in this order: 

 

 To meet a statutory/mandatory/ essential training requirement 

 The applicant has fully completed their induction and mandatory training 

 The course of study is consistent with the individual’s personal 
development plan as identified during the appraisal process 

 The activity to be undertaken has been agreed with the line manager 

 There is a clearly demonstrable benefit for the Trust by participating in the 
activity and it forms part of meeting the Trust’s objectives 

 The manager has assessed that the individual has the ability and 
commitment to successfully complete the proposed activity 

 The learning will be shared with colleagues within the department. 
 

4.2 Time off for study 
 

Equality of access to opportunities for the development of skills should apply 
regardless of hours worked. Part-time employees should receive the same 
entitlements on a pro- rata basis as full-time colleagues and employees on 
fixed term contracts should receive the same entitlements to that of a 
comparable permanent employee.  

 
Every manager should ensure equitable and consistent treatment is applied to 
individual requests. 

 
The manager must agree the amount of study time to be undertaken in work 
time. The amount is at the discretion of the manager. 
 
Decisions must be consistent and fair and in line with any locally agreed 
principles. 
 
Further clarification on this can be sought from the Learning and Development 
Team. 
 
Where a member of staff has attended learning and development activities 
which take them beyond their normal working hours, time off in lieu will be 
granted if it has been agreed with the line manager. 
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4.3 Funding for Training 
Training and development activities run external to the Trust may incur a cost.  
In these circumstances funding for the training opportunity will need to be 
secured.  There is currently no central pot of Trust monies to cover the costs 
of individual training.  Funding of training may be available from the following 
sources: 

 
a. Individual ward / department training budgets 
Departments within the Trust may hold their own training budget. Where 
this is the case, members of staff may make applications for funding 
directly to the budget holder. All training which is to be funded in this way 
needs to be purchased through the Trust Purchasing Department, following 
normal purchasing procedures. 
 

In the event of an individual not completing the course, the Trust reserves the       
right to reclaim monies from the individual. 

If an individual leaves the employment of the Trust within 2 years of completing a 
course of study, they will be required to repay monies paid by the Trust as outlined 
below, unless there are exceptional circumstances under which an exemption may 
be considered: 

 During the course – employee to repay 100% of any fees paid by the 
           Trust 

 Within one year of completion - employee to repay 75% of fees paid by 
           the Trust 

 Within one to two years of completion - employee to repay 50% of fees 
           paid by the Trust 
 
By signing the Application Learning Agreement, an individual is agreeing to abide by 
the terms of this policy, including the conditions regarding the repayment of fees as 
outlined above. 
 

b. National CPD Fund 
Registered Nurses, Midwives, Nursing Associates and Allied Health 
Professionals have access to around £1000 of national continuous 
professional development funds over a 3 year period. These funds, which 
have been available since April 2020, are scheduled to come to an end in 
March 2023. Eligible staff should refer to the Trust CPD Fund page on the 
clinical intranet for further details. 
 
c. Apprenticeship Levy. 
Any interested individuals will need to seek further information via the 
Widening Participation intranet pages.  
 
Information regarding study time & off the job training can be accessed via 
 
https://www.gov.uk/government/publications/apprenticeships-off-the-job-training 

https://www.gov.uk/government/publications/apprenticeships-off-the-job-training
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d. External charities which support professional development 
Individuals seeking funding from external charities are responsible for 
undertaking this process and enter into any agreement independently of the 
RUH. 
 
 

e. Allowances  
Reimbursement of expenses will be subject to adhering to the requirements 
within the Trust Expenses Reimbursement Policy. : https://webserver.ruh-

bath.nhs.uk/staff_resources/governance/policies/finance.asp?menu_id=10 

 

4.4 Appeal process 
An individual who feels they have been unfairly treated in any aspect of 
learning and development covered by this policy should discuss this 
immediately with their line manager. Individuals and line managers can seek 
guidance and advice from the Learning and Development Department. 
 
If an individual feels they have been unfairly treated they can exercise the 
right of appeal through the Trust's Grievance Procedure, however, it is hoped 
that local agreement can be reached through support from the Learning and 
Development Department. 

5.  Duties and Responsibilities 

5.1 Applicant: 
 Fully participating in the appraisal process in order to identify  

           development needs and where study leave may be required to support. 

 Appropriate funding arrangements need to be agreed. 

 Notifying all relevant colleagues of impending study leave absence at least 
6 weeks before. 

 Notifying manager / course provider if unable to attend course/activity. 

 Notifying their manager of examination results and course evaluation. 

 Keeping their learning record and evidence of learning up to date. 
 

5.2 Manager: 
 Fully encouraging individuals as part of the appraisal process to identify 

development needs and where study leave may be required to support 
them 

 Ensuring adequate work cover has been provided if necessary (e.g. 
backfill). 

 Monitor attendance and progress at agreed and funded training event. 

 Follow up on individual’s learning and value of the course/training being 

https://webserver.ruh-bath.nhs.uk/staff_resources/governance/policies/finance.asp?menu_id=10
https://webserver.ruh-bath.nhs.uk/staff_resources/governance/policies/finance.asp?menu_id=10
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undertaken to ensure that learning is embedded in future practice. 

 Record study leave so that it is open to scrutiny and can be monitored for 
equality purposes. 

 

6.  Monitoring Compliance 
 
Central records of training are kept by the Learning and Development Department 
for all mandatory training activities booked by the Trust’s Learning and 
Development Team. Records are kept on the Trust’s database - ESR. 
Learning and development activity that is not deemed to be mandatory will need to 
be recorded locally within the department. Individuals should keep records of training 
and development activities as part of their own continuous development record. 
 
This policy will be subject to a planned review every three years as part of the Trust’s 
Policy Review Process. It is recognised however that there may be updates required 
in the interim arising from amendments or release of new regulations, Codes of 
Practice or statutory provisions or guidance from the Department of Health or 
professional bodies. These updates will be made as soon as practicable to reflect 
and inform the Trust’s revised policy and practise. 
 

7.  Review  
Managers are responsible for ensuring all their staff receive the type of initial and 
refresher training that is commensurate with their role(s). 
 
Staff must refer to STAR, the Trust’s training reporting tool available on the intranet, 
to identify what training is relevant for their role and the required frequency of 
update.  Further information is available on the statutory, mandatory and essential 
training web pages about each subject and the available training opportunities. 
The Mandatory Training Policy identifies how training non-attendance will be 
followed up and managed and is available on the intranet.  
Training statistics for mandatory training subjects are collated by the Learning & 
Development team, and are reported to the Strategic Workforce Committee. 
Staff must keep a record of all training in their portfolio. 
 
All staff and managers can access their mandatory training compliance records via 
the Trust’s training reporting tool (STAR) available on the intranet. 

8.  References 
 
Provide evidence base for procedural documents with up to date references.  It is 
recommended that all references are cited in full using an agreed uniform approach 
to referencing 
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Appendix 1: Template for learning agreement  
 

  
 
 
 

1. This form is to be completed for all learning and development activity that 
requires study leave. 

2. It forms the basis of a learning agreement between you as the candidate and 
your line manager so there is clarity of everyone’s responsibilities. 

3. This form clarifies the reasons you wish to attend the activity and requires you 
to consider the benefits to the organisation and your commitment to the 
training. 

4. This form confirms the amount of study time agreed by you and your 
manager. 

5. This form confirms your understanding that the Trust could seek 
reimbursement from you of any funding provided by the Trust if you leave 
within 2 years of completing the course of study, or should you voluntarily 
withdraw from a programme before completing it.  

6. By signing this form the manager is agreeing that they have considered any 
backfill requirements and additional support you may require. 
 

Title of Learning or Development activity you 
wish to apply for: 

 

Section 1: Applicant Information 

Full name: 
 

Post Title: 
 

Assignment (ESR) no: 
 

Dept/Ward: 
 

Email: 
 

Extension/Bleep no: 
 

Home telephone: 
 

Mobile telephone: 
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Section 3: Learning and Development Activity 

Activity Title: 
 

Organisation hosting/leading the training: 
 

Date(s) of course 
Starting: End date: 

Was training need identified through 
Appraisal? 

Yes: □ No: □ 

Is mandatory training up to date? Yes: □ No: □ 

What will be the benefit for patients? 
 

How will this activity help contribute to 
the Trust’s objectives? 

 

 
 

How will learning be shared from this 
development opportunity? 

 

 
If activity for more than one person please complete: 

How many individuals will benefit from 
the activity? 

 

Which staff group will be attending? 
 

 
 
Section 4: Confirmation of Agreement - Applicant 
 
I confirm I will undertake this development opportunity in line with the 
guidance contained within the Trust’s Study Leave Policy, in particular the 
points listed at the top of this form.  

Applicant’s confirmation: Yes: □ No: □ 

Date:  

Please forward to your line manager for completion of the section below. 
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Section 5: Confirmation of Agreement - Line Manager 
 
Please check the above sections are correct prior to completing this section 
Please state reasons for supporting this 
application: 

 

Has this individual had an appraisal in 
the last 12 months? 

Yes: □ No: □ 

Is this course mandatory for this post? Yes: □ No: □ 

Is this individual’s mandatory training up 
to date? (Please refer to STAR record) 

Yes: □ No: □ 

Agreed study time for learning activity: 
(i.e. number of days) 

 

Any agreed additional study time: 
(may be negotiated with manager to complete 
assignment/exam date) 

 

 

I confirm I give my agreement and will support the applicant in their undertaking of 
the course outlines in line with the guidance contained within the Study Leave Policy. 
 

Line Manager’s confirmation: 
Yes: □                No: □ 

Line Manager’s Name: 
 

Line Manager’s Role & Department: 
 

Date: 
 

 
On completion: To file in individual’s personal file & copy to be retained by employee 
for their own records. 


