
Step-by-Step Guide to Study Leave / Professional Leave 
 

 
 

Examples of approved/declined courses: 

Approved  Time Only  Declined 
     

• Advanced Life Support 
(capped at £350 for 
reimbursement) 

• Advanced Trauma Life 
Support 

• Advanced Paediatric Life 
Support 

• Basic Surgical Skills 

• ECG Course 

• Communication Skills Course 

• Paediatric Intermediate Life 
Support 

• Neonatal Life Support  
 

 
• Interviews (professional leave 

available for this also) 

• Membership Exam (1 day) 

• Private Study Time  
(only 1 day for membership 
exam) 

• Taster Weeks 

• Instructor Course ALS 
 

 
• Preparation Courses for 

exams 

• Cosmetic Courses 
 

*Approval for courses is at the discretion of the Foundation Programme Director. 

 

Please to the following policies available on the Deanery Website here:  

1) Study Leave – Foundation School Guidance (updated April 2023) &  

2) Study Leave – NHSE (HEE) Overview 
Revision Date 28.11.2023  

 

Complete Foundation Study Leave form and send to 
Educational Supervisor and Rota Coordinator for approval

Once email approval has been received from both your ES and rota coordinator, 
forward your confirmation emails to the Foundation Doctors mailbox for processing along with the e-form. 

This must be completed a minimum of SIX WEEKS prior to the leave.  
Please be aware that if request is not sent within the six week prior, approval and payment are not 

guaranteed, and a meeting with FPD may also be needed.

After the form is received, it will be passed on to the FPD for final approval.

Once the final approval is received, the Foundation Programme Team will process the request.

You will receive a letter of approval from Foundation Programme Team once approved 
which will be sent to you and your department via e-mail to confirm the leave has been authorised.

In order to be able to claim expenses / funding for your course, you will need to 
register for the EASY expenses system via Oli to create an account for online expenses.

After the course has been attended, you will be able to log in to your EASY expenses account and 
enter details of the leave, upload your receipts/proof payment for the course. 

Course Fees will NOT be refunded without a valid receipt or Study Leave Approval 
and you must submit your receipts within 3 months of the course being held.

The deadline set by payroll for submitting expenses each month is 
usually around 10th/11th in order to be in that month's salary.  

Any expenses submitted after that date will be in the following month's salary.

https://www.nwpgmd.nhs.uk/foundation-policies-and-processes
https://elht.easy.giltbyte.com/user/login/

