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Summary 

The Study Leave Policy for All Staff (Excluding Doctors and Dentists) identifies the 
processes to be followed by all staff members when requesting or approving study leave. It 
differentiates between statutory and essential training, elective training (e.g. CPD) and 
apprenticeship /NHSE salary funded programmes. The policy applies to all staff, both 
clinical and non-clinical who are employed at RCHT in Agenda for Change Bands 1-9. The 
policy does not apply to doctors and dentists. 

The policy identifies the joint and individual responsibilities of line managers, individual 
staff members and the Learning and Development team in the provision and approval of 
study leave. This includes escalation of approval to care group leadership 
teams/equivalent for approval for an individual to be granted more than five days elective 
study days per year and reimbursement of course fees when a staff member leaves RCHT 
during/shortly after being supported to complete a programme of study. 

Staff are required to have completed all their annual statutory and essential training before 
other study leave, such as Continuous Professional Development (CPD) is granted. 

A process for requesting and approving study leave is described and written 
documentation to support this process is provided in the Study Leave Request Form, 
located in the Study Leave Policy for All Staff (Excluding Doctors and Dentists): Supporting 
Documents Document 2. Staff who are unable to attend training for which paid study leave 
has been granted are required to follow a cancellation process.  

The effectiveness of the policy will be evaluated after six months of implementation using a 
qualitative feedback approach. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

  

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. RCHT is committed to the development of all staff members. Consequently, a 
process is utilised to ensure that staff are awarded study leave in a fair and 
equitable manner. This policy describes the processes and principles to be 
followed by line managers when considering requests for study leave from their 
team members.  

1.2. The policy also identifies the processes to be followed by staff members when 
requesting study leave and outlines responsibilities and expectations when leave 
has been granted. This includes reimbursement for course fees and study leave 
when a staff member leaves RCHT shortly after being supported to complete a 
programme of study. 

1.3. This version supersedes any previous versions of this document 

2. Purpose of this Policy/Procedure  

2.1. The purpose of this policy is to provide a framework for decision making that 
enables line managers to make decisions about the allocation of study leave in a 
fair and equitable manner. 

2.2. In addition, the policy outlines the principles that need to be applied when 
considering the allocation of study leave. 

2.3. It also defines the responsibilities and expectations of both staff members and 
line managers in the allocation and utilisation of study leave. 

3. Scope 

This policy applies to all staff at RCHT both clinical and non-clinical who are employed 
at RCHT in Agenda for Change Bands 1-9. The policy does not apply to doctors and 
dentists. 

4. Definitions/Glossary 

The table below includes a list of definitions and acronyms used within the policy: 

Term Meaning 

CPD (Continuous 
Professional Development) 

Educational activities that are undertaken to 
enable staff members to update, maintain and 
improve their professional knowledge and skills. 

NHSE WTE (NHS England 
– Workforce Training and 
Education) 

A non-departmental public body that supports 
the delivery of training and education within 
healthcare. (previously known as health 
Education England – HEE). 

Essential training A specific training requirement that has been 
determined at RCHT for RCHT staff (previously 
known as mandatory training). 
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5. Ownership and Responsibilities 

An overview of the strategic and operational roles responsible for the development, 
management and implementation of the study leave policy are outlined below. 

5.1. Role of Managers 

Line managers are responsible for:  

• Ensuring that staff are aware of the Study Leave Policy for All Staff (Excluding 
Doctors and Dentists) and the Study Leave Policy for All Staff (Excluding 
Doctors and Dentists): Supporting Documents. 

• Responding to requests for study leave within a timely manner and 
communicating rationale for decisions with staff members. 

• Providing team members with the appropriate support and resource to develop 
their skills and knowledge. 

• Approving and recording study leave on rosters. 

• Demonstrating a commitment to lifelong learning and developing a 
departmental culture that promotes learning and professional development in a 
positive manner. 

• Ensuring that PDRS are completed annually. 

• Identifying both immediate and longer-term learning needs for their department 
and communicating this to the learning and development department. 

• Ensuring that staff attend booked educational activities where study leave has 
been granted including statutory and essential training. 

• Ensuring that staff who request elective study leave have completed 90% of 
their statutory and essential training. 

• Ensuring that staff who are granted study leave are able to share their learning 
with other team members. 

• Ensuring that staff who attend academic/apprenticeship programmes recognise 
the requirement for submission of written and practical assignments within a set 
timeframe. 

Term Meaning 

Statutory training Training that the Trust is legally required to 
provide as defined in law or where a statutory 
body has instructed organisations to provide 
training on the basis of legislation. 

PDR (Performance 
Development Review) 

A joint meeting between a staff member and 
their appraiser to formally reflect upon their role 
and identify further developmental needs and 
objectives. (Also known as an appraisal). 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w


Study Leave Policy for All Staff (Excluding Doctors and Dentists) V3.0  

Page 7 of 22 

• Ensuring that staff undertaking learning programmes are provided with 
assessors and/or supervisors as required, and that time is set aside for 
assessment and mentorship activities. 

• Following up any non–attendance and/or non-submission on training and 
education activities. 

5.2. Role of the Learning and Development Department  

The Learning and Development Department is responsible for:  

• Directing staff to the Study Leave Policy for All Staff (Excluding Doctors and 
Dentists) and the Study Leave Policy for All Staff (Excluding Doctors and 
Dentists): Supporting Documents to assist with queries where necessary. 

• Supporting staff in the identification of their learning needs and how these can 
be met at RCHT. 

• Recording attendance and completion of educational activities on ESR. 

• Liaising with teams and departments regarding learning needs. 

• Informing line managers of staff who do not attend training as booked. 

• Provision of advice, guidance and tutorial support where needed. 

• Supporting staff to share learning after completion of specific 
modules/programmes. 

• Advertising available educational activities. 

• Collection and review of course/programme evaluation forms. 

• Ensuring information on ESR regarding course availability is up to date. 

• Ensuring the cancellation process is completed. 

5.3. Role of Individual Staff 

All staff members are responsible for:  

• Identifying their learning and developmental needs. 

• Participating in an annual Personal Development Review (PDR). 

• Completing annual statutory and essential training. 

• Sharing learning with colleagues both formally and informally as required. 

• Booking and attending courses/programmes. 

• Informing the learning and development department of anticipated non-
attendance on programmes (e.g. because of sickness). 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
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6. Standards and Practice 

6.1. Approval of Study Leave 

6.1.1. RCHT is committed to the development of all staff members. 
Consequently, a process should be utilised to ensure that staff are 
awarded study leave in a fair and equitable manner. Study leave is 
approved based on three main approaches. These are as follows: 

• Study leave for essential training. 

• Study leave for elective training, education and development. 

• Study leave for apprenticeship programmes. 

6.1.2. A definition and approval route for study leave within each of these three 
approaches is described in Table 1. 

6.1.3. Approval of study leave may not necessarily result in the allocation of 
100% funded study leave. In some instances, a line manager may agree 
a percentage of study leave but will approve other leave (such as annual 
leave or a non-working day) on the dates required.  

6.1.4. The level of study leave approved should reflect the principles of study 
leave as outlined in Table 1 on the next page. 
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6.2. Table 1: Approval of Study leave 

Category Essential Training Elective Training Apprenticeships and NHSE 
Salary Funded Programmes  

Definition Essential training includes: 

• All statutory and essential 
training. 

• Essential training for a specific 
post (i.e. the postholder would 
not be able to be employed 
without this skill/training 
requirement). 

• Training that is required by a 
professional /statutory body. 

• Training that supports a new 
service development which is 
classed as essential (e.g. in 
redeployment situations, service 
changes). 

Elective training includes:  

• Continuous 
professional 
development - this 
can be completion of 
academic 
modules/pathways 
and /or attendance at 
study days and 
conferences. 

• Training that supports 
a new service 
development/change 
in role which is not 
classed as essential 
for the individual. 

Apprenticeship training takes 
place when an individual is 
enrolled on a formal 
apprenticeship pathway and 
when fees are being paid through 
the apprenticeship levy.  

A minimum of six hours off the 
job training is required per week. 
This may attendance at a study 
day or can be some apprentice 
focused work in practice. Failure 
to adhere to the off the job 
training requirements can result 
in an apprenticeship qualification 
not being awarded. 

NHSE salary funded programmes 
are usually at least one year in 
duration and participants should 
attend all study session as per 
programme requirements. 

Who can authorise 
study leave? 

Line managers can authorise up to 
five days (37.5hours) of essential 
training per year. 

Requests for more than five days 
(37.5 hours) must be approved by a 
member of the care group leadership 
team/equivalent. 

Care groups leadership 
teams/equivalent can 
approve up to five days 
(37.5 hours) elective 
study time per year.  

 

Appointment of apprentices into 
vacant posts go through the 
EVRG process. Agreement to 
recruit an apprentice 
automatically supports the 
required off the job training time. 
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Category Essential Training Elective Training Apprenticeships and NHSE 
Salary Funded Programmes  

Requests for more than 
five study days (37.5 
hours) must be approved 
by an executive. This is 
usually through the 
EVRG process  

Approval for current staff to enrol 
on an apprentice programme 
should be agreed at care group 
leadership team level /equivalent. 
This is for assurance that the of 
the job training time can be 
supported for the duration of the 
programme. 

How is study leave 
approved? 

Study leave is approved on roster by 
the line manager 

Study leave is approved 
on roster by the care 
group leadership team 
member who has 
authorised the leave and 
who can confirm that 
executive approval has 
been obtained where 
required. 

Study leave is approved on roster 
by the line manager. 

How is the study 
leave recorded on 
roster? 

Study leave is recorded as essential 
study leave using the drop-down box 
in roster. 

Study leave is recorded 
as elective study leave 
using the drop-down box 
in roster. 

Study leave is recorded as 
apprenticeship study leave using 
the drop-down box in roster. 

How much study 
leave can be taken? 

Statutory and essential training has 
different refresher periods usually 
varying between one to three years. 
This means more study leave may 
be required in some years than 
others.  

Up to five days per year. 
Additional leave can be 
approved if necessary. 

As per programme requirements. 
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Category Essential Training Elective Training Apprenticeships and NHSE 
Salary Funded Programmes  

Full study leave must be provided for 
all Trust wide statutory and essential 
training.  

Line manager discretion may be 
used where there is blurred boundary 
between Continuous Professional 
Development (CPD) and essential 
job training. 

Other Information Job descriptions sometimes require 
an individual to be educated to a 
particular academic level or have 
equivalent experience– if the 
individual is recruited based on their 
experience, further study to achieve 
the academic requirement is not 
classed as essential but could be 
supported through the elective 
training route. 

Elective study leave can 
only be authorised if the 
staff member has 
attained 90% compliance 
with statutory and 
essential training. 

Elective study leave can 
only be authorised if the 
release time for the study 
can be managed without 
requiring agency staff. 
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6.3. Requesting study leave 

6.3.1. Essential Training 

The allocation of study leave for statutory and essential training is a 
joint responsibility for the individual staff member and their line 
manager. The Mandatory and Statutory Training Planner, located in the 
Study Leave Policy for All Staff (Excluding Doctors and Dentists): 
Supporting Documents Document 1 can be used to plan the allocation 
of a team’s statutory and essential training for the coming year. 
Essential study leave can be requested verbally or in writing to an 
individual’s line manager for approval on roster.  

6.3.2. Elective Training Education and Development 

Requests for elective training, education and development are made 
using the online study leave request form. 

To enable requests to go through the approval routes it is 
recommended that requests for elective study leave are made at least 
eight weeks in advance. 

6.3.3. Apprenticeship Programmes/ NHSE Salary Funded Programmes 

Apprenticeship programmes may require an application for both RCHT 
and an education provider (e.g. college, university). This will be 
dependent on the programme. Internal approval must be obtained from 
RCHT before an application to the education provider can be made. 

For internal approval, current employees must apply for an 
apprenticeship programme using the online study leave request form or 
by following a bespoke care group process. 

New starters appointed into apprenticeship positions do not need to 
make a further study leave request to RCHT as this is inherent in their 
job offer. They may need to apply to an education provider.  

Staff participating in NHSE salary funded programmes should have 
100% study leave for the duration of their programme. 

6.4. Responsibilities Associated with Study Leave Provision. 

6.4.1. Staff development through the provision of study leave 
carries responsibility for both the individual staff 
member and the line manager. 

6.4.2. Individuals who are granted study leave are expected to: 

• Fully attend the study programme. In the event of sickness, the staff 
member must report their absence to both the course provider and 
their line manager. Where partial study leave has been granted, it is 
still an expectation that staff attend the full complement of taught 
sessions. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
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• Complete and submit assignments within the required timescales. 

• Be willing to share learning with colleagues as appropriate. This 
may include undertaking cascade training where appropriate. 

• Staff registered with the Nursing and Midwifery Council (NMC) or 
Health and Care Professionals Council (HCPC) are encouraged to 
complete a 400-word reflective piece following training. This can be 
submitted to the Clinical School in order to share evidence-based 
practice. 

6.4.3. Line managers who have approved study leave are expected to: 

• Provide study leave or alternative leave (where partial study leave 
has been granted) to ensure that the staff member can fully access 
the study programme. 

• Support the staff member to obtain any work-based learning 
objectives including provision of an assessor/supervisor where 
required. 

• Provide opportunities for the individual to share their learning with 
other team members where appropriate. 

• Support the individual to enhance their role taking account of new 
skills and knowledge. 

6.5. Study Leave/Financial Agreement  

6.5.1. Approval of elective study leave for any programme of learning is 
granted with an expectation that the individual will be able to utilise their 
newly acquired skills and knowledge for the benefit of patients within 
Cornwall’s healthcare settings. Consequently, approval of study leave 
for elective training, education and development that is greater than five 
days (37.5 Hours) requires a study leave/financial agreement to be 
signed. The study leave/financial agreement outlines the expectations of 
both staff and line managers in the support of study leave for this 
purpose. This includes the expectation that staff continue to work within 
the Cornwall health community for a period for 12 months following the 
scheduled end of their paid study leave.  

6.5.2. If staff do not remain in post for 12 months following completion of 
funded study leave, they are required to reimburse the Trust for their 
course fees. Failure to complete a course by non-submission of course 
assignments does not waive the requirement for reimbursement. This 
means that a staff member who fails to achieve a pass standard in an 
assessed programme will be required to reimburse their fees/study leave 
if they leave the trust within 12 months of the formal end date of the 
programme. 

6.5.3. The amount to be reimbursed is calculated using the table on next page: 
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Time Remaining in Post Following 
Completion of Study Leave 

Amount of Course Fees to 
be Repaid 

Less than 3 months 100% of course fees 

Between 3 months and 6 months 75% of course fees 

Between 6 months and 9 months  50% of course fees 

Between nine months and 12 months 25% of course fees  

More than 12 months No repayment required 

6.5.4. Reimbursement does not apply to staff undertaking apprenticeships, or 
for essential study leave. In addition, it is not applied if a line manager 
withdraws a staff member from a study programme or requests that they 
defer because of operational needs. 

6.5.5. Line manager’s discretion can be used at any point in this process and a 
decision to waive reimbursement fees can be made where there are 
extenuating circumstances.  

6.5.6. Staff members who leave RCHT to take up posts in other NHS based 
organisations within Cornwall are not required to pay reimbursement. In 
this instance, patients within Cornwall will continue to benefit from the 
investment made by the NHS in an individual staff member’s 
development.  

6.5.7. However, staff members who resign from a substantive post and take on 
a role through Kernowflex are subject to the reimbursement fee unless 
they can demonstrate a regular pattern of working hours that replicates a 
substantive post-holder. The decision to waive the reimbursement fees 
in this case is made by the Kernowflex Service Lead in conjunction with 
the People and Organisational Development senior leadership team 
and/or care group triumvirate. 

6.6. Cancellation of Study Leave 

Staff members who cancel attendance on study sessions must inform both their 
line manager and the Learning and Development team within a timely manner. 
The Learning and Development team can be contacted by email 
rcht.landdadmin@nhs.net or telephone 01872 255148. Line managers should 
be contacted using usual reporting methods for the individual department. Non-
attendance on paid study leave which has not been cancelled equates to an 
unauthorised absence from work and may result in disciplinary action. 

6.7. Submission of Expenses Claims 

6.7.1. Submission of expenses associated with study leave should be 
undertaken in line with Trust policy. In most instances, expenses are 
paid from within the departmental budget and should be signed off by 
the staff member’s line manager and/or authorising person. 

mailto:rcht.landdadmin@nhs.net
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6.7.2. On the occasions when external funding and/or financial subsistence 
has been agreed, a process for submitting expenses claims must be 
agreed by the individual staff member and the learning and development 
department (or external funding body). This must take place before the 
staff member attends the educational activity. 

7. Dissemination and Implementation 

7.1. A copy of the policy will be stored electronically in the HR section of the Trust’s 
document library on the internet/intranet site. 

7.2. A copy of the policy will be circulated to the Learning and Development Team 
and People Partner Teams to enable them to support the implementation of the 
policy. 

7.3. The Trust’s Directors and Chairs of both Staff-Side committees (Joint 
Consultative Negotiating Committee (JCNC) and Joint Local Negotiating 
Committee (JLNC)) will be advised of the issue of the policy. 

8. Monitoring compliance and effectiveness  

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

• Effectiveness of the policy in supporting decisions about study 
leave for non-medical staff at RCHT. 

• The requirement for statutory and essential training to be up to 
date before further study leave is granted. 

• Quantity of elective study leave approved. 

Lead 

• Learning and development team. 

• Head of Learning and Development supported by the Learning 
Forum. 

Tool 

• Seek qualitative feedback from both line managers and staff to 
discuss the effectiveness of the policy.  

• Use ESR data on statutory and essential training and map 
against staff released on study leave each month. 

Frequency 

• Six monthly monitoring. 

• Data from reviews will be shared with the Learning Forum 
How. 

Reporting 
arrangements 

The Learning Forum will review the data. Any required actions will 
be recorded in the minutes and concerns escalated to the 
appropriate Service/Care Group lead. 

Acting on 
recommendations 
and Lead(s) 

The Learning Forum will lead on subsequent recommendations 
and action planning for any or all deficiencies and 
recommendations within reasonable timeframes. 
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Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Change in practice 
and lessons to be 
shared 

Required changes to practice will be identified and actioned by the 
Learning Forum with a defined time scale reflective of the action. A 
lead member of the Forum will be identified to take each change 
forward where appropriate. Lessons will be shared with all the 
relevant stakeholders. 

9. Updating and Review 

9.1. This policy will be reviewed every three years or earlier in view of any 
developments which take place that may include legislative changes, national 
policy instruction (NHS or Department of Health), Trust Board decision or 
request by either party.  

9.2. Where the revisions are minor, e.g. amended job titles or changes in the 
organisational structure, approval can be sought from the Executive Director 
responsible for signatory approval and can be re-published accordingly without 
having gone through the full consultation and ratification process. 

10. Equality and Diversity  

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: 
Study Leave Policy for All Staff (Excluding Doctors 
and Dentists) V3.0 

This document replaces (exact 
title of previous version): 

Study Leave Policy for RCHT Staff (non-medical) 
V2.0 

Date Issued/Approved: September 2024 

Date Valid From: September 2024 

Date Valid To: September 2027 

Author/Owner: Associate Director of Workforce Transformation 

Contact details: 01872 256489  

Brief summary of contents: 
The policy describes the processes and principles to 
be followed when considering requests for study 
leave. 

Suggested Keywords: 
Study leave, learning , development , education, 
apprenticeship. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer  

Approval route for consultation 
and ratification: 

Learning Forum. 

Joint Consultancy Negotiation Committee (JCNC). 

Clinical Cabinet. 

Manager confirming approval 
processes: 

Associate Director of Workforce Transformation  

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Risk, Policy and 
Governance Manager. 

Links to key external standards: None required. 
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Information Category Detailed Information 

Related Documents: 

▪ Appraisal and Pay Progression Policy. 

▪ Management of Corporate and Local Induction 
Policy. 

▪ Statutory and Essential Training Policy. 

▪ Study Leave Policy for All Staff (Excluding 
Doctors and Dentists): Supporting Documents. 

Training Need Identified: Yes – changes to rostering study leave 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder/Sub 
Folder: 

Human Resources 

Version Control Table  

Date Version 
Number 

Summary of Changes Changes Made 
by 

August 
2016 

V1.0 Initial issue Helen Lewis, Head 
of Learning and 
Development 

August 
2019 

V2.0 Policy reviewed, reformatted to comply 
with current Trust template and updated in 
respect of titles, depts. 

Section 6.4.2. expanded to include: 

Staff registered with the NMC/HCPC to 
complete a 400 word reflective piece 
following training. This should be submitted 
to the Clinical School in order to share 
evidence based practice. 

Jacqui Blackwell, 
Head of Learning 
and Development 

May 2024 V3.0 • Policy fully reviewed and updated to 
strengthen approval of study leave. This 
aims to reduce inequities across the 
Trust and to support workforce 
efficiency/productivity. 

• Removal of Appendix 3 – Mandatory 
and Statutory Training Planner and 
Appendix 4 – Study Leave Request 
Form and placed in Study Leave Policy 
for All Staff (Excluding Doctors and 
Dentists): Supporting Documents. 

Helen Lewis, 
Associate Director 
of Workforce 
Transformation 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138693
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137727
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137727
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Study+Leave+Policy+For+All+Staff+Excluding+Doctors+and+Dentists+Supporting+Documents&_gl=1*6mru5k*_ga*Njc1NzU0ODYwLjE3MTU1MjcyNDA.*_ga_ZR2PCYHL0E*MTcyODU3MTgwNy4xNTUuMS4xNzI4NTcxODk4LjAuMC4w
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All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance, please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the 
strategy/policy/proposal/service 
function to be assessed: 

Study Leave Policy for All Staff (Excluding 
Doctors and Dentists) V3.0. 

Department and Service Area: 
People and Organisational Development, 
Learning and Development. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service/Policy): 

Helen Lewis, Associate Director of Workforce 
Transformation. 

Contact details: 01872 255148. 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

This policy aims to describe the processes and principles to 
be followed by line managers when considering requests for 
study leave from their team members. 

2. Policy Objectives To outline the principles that need to be applied when 
considering the approval of study leave. 

To define the responsibilities and expectations of both staff 
members and line managers in the allocation and utilisation 
of study leave. 

3. Policy Intended 
Outcomes 

To provide a framework for decision making that enables line 
managers to make decisions about the allocation of study 
leave in a fair and equitable manner. 

4. How will you measure 
each outcome? 

Through the monitoring of compliance and quality of the 
process as described in the policy document (Section 8). 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

5. Who is intended to 
benefit from the policy? 

Patients, staff, the Trust. 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/visitors: No 

• Local groups/system partners: Yes 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

The RCHT Learning Forum, Senior Nurses, Representatives 
from staff across RCHT, Learning and Development Team, 
Executive Leadership Team (ELT), Joint Consultancy 
Negotiation Committee (JCNC) members. 

6c. What was the outcome 
of the consultation?  

Executive team members required the addition of senior 
authorisation for study leave when more than five days per 
year are required. 

There were mixed views regarding the retention of the 
reimbursement clause. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

Staff feedback 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of age. 

Sex (male or female)  No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of sex. 

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of gender. 
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Protected Characteristic (Yes or No) Rationale 

Race No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of race. 

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of 
disability. 

Religion or belief No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of religion 
or belief. 

Marriage and civil 
partnership 

No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of 
marriage and civil partnership. 

Pregnancy and maternity No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of 
pregnancy. 

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of sexual 
orientation. 

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Helen Lewis, Associate 
Director of Workforce Transformation. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx

