Start process

Trainee completes “study leave e N
request form” 6 weeks prior to course . ¢ Once approved, trainee submits form . :
and checks against HEE list of | educational supervisor to PGME (Medical Education Centre) — ! PGME checks course against HEE list
approved courses that it is either: please note : application will be of approved courses..
rejected and returned if all boxes are
not complete

\ Trainee seeks approval from
If Mandatory or Rota-co-ordinator, clinical and
Optional

1. Mandatory

2. Optional Trainee must write to their TPD to
3. Aspirational If Aspirational request approval to attend and gain
approval course code.

PGME return application to trainee
advising them application does not

Health Education England new trainee study leave policy form part of mandatory or

recommended courses.

Effective from 1% April 2018

Trainee uploads course expenses is the course on list of approved
i claim w'thdzﬁ'lpts andL. K PGME will confirm approval to trainee courses
e c:"“:t int cu:ate- SO Trainee books and pays for course and rota coordinator via email.

rust intrane:

(payroll deadline: before 05th of
month)

PGME USE ONLY.

MEM approves expenses | @

MEM passes to study leave admin for Study leave admin submits monthly

entering onto HEKSS monthly study return to MEM for submission to
leave return HEKSS by deadline




