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Policy 

1. NHS Health Scotland (NHS HS) recognises that where employees take responsibility 
for their own learning and development and undertake further education and training 
opportunities for this purpose, this may also benefit the organisation.  This is also in 
accordance with the NHS Scotland Staff Governance Standard Appropriately Trained 
and Developed, to which NHS HS is committed to allocate resources (time and 
funding) to meet training and development needs. 

2. Therefore, it is NHS HS’ policy to provide assistance in terms of financial support and 
/ or time off to employees who wish to undertake such development for professional 
development purposes.   

3. NHS HS further supports staff where short courses have been identified as either 
being essential to a role or highly desirable and beneficial to a member of staff in 
delivering their objectives and programme of work. Such short courses will be funded 
at 100% subject to the submission and approval of an application form (see Appendix 
2) 

 

Purpose 

4. This policy aims to encourage employees to undertake further education, training and 
development, which will help them in their existing role and/or prepare them for a 
future role and thus benefit the organisation.  The policy sets out the support available 
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by way of financial assistance or study time or a combination of both and the basis 
on which decisions about the level of support are made. 

Principles 

5. The principles upon which this policy is based are that it: 

a) Applies to all employees. 

b) Ensures equity of access to training and development. 

c) Is consistent with national conditions of employment.  

d) Recognises that financial support depends on availability of financial resources 
and the strength of the individual application. 

e) Supports 100% of the fees for qualifications or courses that are deemed 
essential for a particular post as set out in the job description, (e.g. continuous 
mandatory professional qualifications for Finance practitioners) or for the 
organisation (e.g. First Aid certification).  Such qualifications and courses would 
be exempt from the repayment of any fees on leaving the organisation. Staff 
seeking training as part of the redeployment process will be considered on a 
case by case basis as per the Redeployment policy. 

f) Defines short courses (courses) as a course of study with NO formal 
assessment or which DO NOT lead to a recognised academic qualification.  

g) Supports 100% of the fees for courses that are highly desirable for a post or 
would benefit a team in delivering their work programme (e.g. courses in data 
and statistical analysis or new software packages, etc.). See Appendix 2 for 
application form. 

h) Defines academic qualifications (qualifications), as any programme of study 
involving course work and an element of assessment or examination leading to 
a certificate or higher qualification (e.g. Diploma, BA, BSc., Master’s degree, 
etc.).  

i) Supports 75% of the fees for qualifications, with a maximum staff contribution of 
£1,000 in any one academic year. This can be delivered through a number of 
channels, such as distance learning or through e-learning packages. 

j) Allows for staff to appeal decisions on funding (see Appendix 4). 

k) Recognises that funding for qualifications will be decided by a funding decisions 
panel who will assess applications against the NHS HS’ Corporate Framework 
and Business Plan. 

l) Provides for employees to repay assistance from NHS HS if: 

 they fail to complete a course (at the discretion of their director), or, 
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 They leave NHS HS within 18 months of completing the course if on an 
open-ended contract, or prior to completion of a fixed-term contract (see 
Roles and Responsibilities 7.f) 

m) Will link in with the organisational Personal Development Planning (PDP) and 
Review policies. 

Related Policies and Procedures  

a) Induction policy; Personal Development Planning and Review policy). 

b) Embracing Equality, Diversity and Human Rights Flexible Working policy and 
implementation guidelines. 

c) Redeployment policy. 

d) Management of Employee Capability policy. 

 

Roles and Responsibilities 

Line Managers 

6. Line Managers will: 

a) Jointly identify development needs for their staff as part of ongoing Personal 
Development Plans and Reviews. 

b) Discuss individual requests for support to assess relevance to Personal 
Development Plan, team work plan and wider organisational goals. NB: ALL 
applications must be submitted to the People Development Team (formerly 
the Learning team), even if not supported.  

c) Make explicit their recommendation and rationale for supporting or rejecting a 
request for support.  This includes taking into consideration the employee’s 
terms and conditions of employment, any specific support considerations and, 
in particular the benefit to the organisation as a result of the employee 
undertaking a particular course.  

d) Agree arrangements for study leave allotted to a member of staff as detailed 
in the guidance in Appendix 5, taking into account relevance and impact of the 
commitment on individual and team work plans. Requests for study leave 
within the guidance specifications should be accommodated within the team 
workload as far as possible and reasonable given work commitments. 

e) Satisfy themselves that an employee’s attendance on a course will not cause 
undue problems regarding adequate cover of his / her duties. 

f) Ensure that learning outcomes are set prior to attendance and a system of 
regular review and feedback is established. Report back to the People 
Development Team on the benefit of this learning to staff and team. 
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g) Ensure, where possible, staff are afforded the opportunity to put this learning 
into practice. 

Employees 

7. Employees will: 

a) Identify personal and organisational benefits of support requested for a 
qualification or course. 

b) Provide an estimate of all the associated costs and the study leave being 
requested at the time of application. 

c) Attach the relevant pages of their Personal Development Plan (PDP) to their 
application form. 

d) Make a commitment to fulfil all requirements of the course once the application 
is approved. 

e) Repay to NHS HS the assistance received for course fees if they do not 
complete the course. 

f) Repay to NHS HS a percentage of the assistance received for qualification 
fees should they leave NHS HS within 18 months of completing a qualification: 

 75% if leaving HS prior to the end of a fixed-term contract 

 75% if leaving up to 6 months after completion  

 50% if leaving up to 12 months after completion 

 25% if leaving up to 18 months after completion 

g) Provide regular feedback and reporting to the organisation on their progress 
etc. 

h) Notify their line manager and HR of the date of each study day taken. 

HR team 

8. The HR team will: 

a) Advise on the consistent application of this policy. 

b) Advise employees on the terms and conditions, as well as payment options 
available to staff once funding has been approved by the Funding Decisions 
Panel. 

c) Provide employees with the necessary supporting evidence on behalf of NHS 
HS confirming the funding allocated, if required. 

 

People Development team 
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9. The People Development  team will: 

a) Support the Funding Decisions Panel to manage the process and budget for 
applications received. 

b) Support Directors when reviewing applications for support for PhDs. 

c) Track and monitor on an on-going basis support for qualifications and courses. 

d) Notify staff of the decision on their application. 

e) Notify directors of the staff within their directorate who have applied for support 
and the decision of the panel relating to those applications. 

Directors 

10. Directors will: 

a) Review applications for PhD studies when forwarded by the Funding 
Decisions Panel. 

b) Support line managers, where required, when agreeing allocation of study 
leave for certificated courses as outlined in the guideline. 

c) Assess whether it is appropriate to reclaim fees in the event that a staff 
member fails a course and notify HR accordingly. 

d) Jointly review and respond to any appeals made by applicants regarding the  
decisions of the Funding Decisions Panel. The outcome of an appeal will be 
communicated to both the applicant and People Development Team by the 
relevant director. 

e) In the event of an appeal Directors will seek clarification from the Funding 
Decisions Panel as to the basis of their decision. 

Chief Executive and Employee Director 

11. The Chief Executive and Employee Director will: 

a) Review and respond to any appeals made by applicants for PhD regarding the  
decisions of the Funding Decisions Panel. The outcome of an appeal will be 
communicated to both the applicant and People Development Team. 

Funding Decisions Panel 

12. The Funding Decisions Panel will: 

b) Review applications and make recommendations for approval or rejection of 
funding requests for qualifications and courses ensuring consistency, fairness 
and transparency across the organisation.  

c) Refer any application for a PhD to Directors with comments. 
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Partnership Forum 

13. The Partnership Forum will: 

a) Review and monitor the effectiveness of this policy. 

 

Review 

14. This policy will be reviewed no later than July 2021 to ensure that arrangements put 
in place are appropriate to the operating requirements of NHS HS. 

 
Date Policy approved…………………………………………….. 

 

Approved by …………………………………………………… 
 
 

Agreed by ……………………………………Chief Executive 
 

 
Agreed by …………………………………….Staff Side Chair, Partnership Forum 
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Appendix 1  

Support for Qualifications Application Form 
 
_____________________________________________________________________ 
 

1. Personal details 

 

Name:    

Job Title:  

Team:  

Line Manager:  

Directorate:  

Date of joining NHS HS:  

Agenda for Change Pay band:  

Type of contract (fixed term / open-ended):  

If fixed-term contract, please specify 
completion date: 

 

Date of application:    

 
_____________________________________________________________________ 
 

2. Current higher education qualifications and professional membership: 

 

Course title:  

Qualification / Certificate achieved:        

Date(s):  

Professional Memberships:  

   
________________________________________________________________________ 
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3. Details of course for which support is being sought: 

 

Title:   
 

Qualification / Certificate: 
 

Details of University / College:  
 

Total duration of course (including any 
exemptions): 

 

Enrolment date: 
 

Course breakdown - name and quantity of 
modules, subjects to be studied etc: 

 

Method of study:   ☐  Evening classes 

☐  Day release 

☐  Half-day release 

☐  Block release    

☐  Distance learning 

☐  Other 

 
If other, please specify: 
 

 

Is this development activity: 
 

☐ Mandatory           

☐ Essential to role    

☐ Desirable for organisation    

☐ Desirable for individual          

 

Have alternatives to this course been 
considered (shadowing, self-study or other 
courses etc.)? 

 Yes          No 
 
If yes, please give examples: 
 
 

________________________________________________________________________ 
 

4. Study leave 

 

Number of paid study days required: 
 
(maximum paid study days = 5 days, all 
other study leave must be covered by flexi 
and annual leave unless authorised by 
your director). See policy Appendix 4 for 
guidance. 
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Please estimate total days required (paid & 
unpaid) to complete his course: 
 

 

 
____________________________________________________________ 
 

5. Application for financial assistance: 

 

(If this application is for study leave only please cross through this section) 
 

Total cost of course (incl. any subsequent 
years): 
 

     £ 

Total cost for this academic year or funding 
period:  
 

     £ 

Breakdown of costs for this funding period: 
 
(Please provide costs which are as accurate as 
possible, including VAT.  Forms not containing 

a complete breakdown of fees will be returned 
to the applicant for completion) 

Registration fees:         £ 

Exam fees:                   £ 

Course fees:                 £ 

Professional membership forming part of 
course registration        £                                        

Other (please specify):  £ 

Travel costs are to be paid from 
expenses/travel budget and arranged  via 
your team travel booker 
 

 

Travel costs:                  £ 

Have you had assistance for previous 
certificated courses from NHS HS?  
 

 
 Yes         
  No 

If yes, please provide details: 
 

 

Has this development need been specified 
and signed off in the PDP?  
 

 
 Yes         
  No 

If the applicant has any special needs, 
have the member of staff and line manager 
satisfied themselves that these needs are 
being met? 

 
 Yes         
  No          
  Not applicable 
Additional comments (if any): 
 
 
 

 
NHS HS will not meet any costs until funding has been approved 
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NB: Please attach a copy of the relevant pages from your personal development plan, 
which support this application. 
______________________________________________________________________ 
 

6. Statement by staff member to support your application: 

 
 (N.B. please carefully read guidance before completing this section) 

 

Relevance / value to current post and team: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Relevance / value to organisation: 

 
 
 
 
 
 
 
 
 
 

 

 

Relevance / value to personal and career development: 

 
 
 
 
 
 
 
 
__________________________________________________________________ 
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7. Research governance: 

 

 
Will your course involve an element of 
research? 
       

 
 Yes   
  No          

 
If yes, is this likely to involve any primary 
research?    
 

 
 Yes   
  No   
  Not sure 
 

 
______________________________________________________________________ 
 
 

8. Declaration  

 
 
I have discussed this course of study with my line manager with regards to the course 
suitability and my capability and capacity to complete it. This development has been 
recorded in my PDP, a copy of which is attached to this application. 
 
 
 
Signed:____________________________________  Date: _________________ 
 
 
Print name: ______________________________ 
 
 
 
 
N.B. please ensure that you have completed the Statement of Commitment below and 
then forward this form on to your line manager for completion of their supporting 
statement. 
 
 
 
 
 
 
 
 
 
 

 
Commitment by Member of Staff 
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To be completed by line manager 

Approval for financial assistance cannot be given before this commitment is 
signed 
 
 Name (please print)………………………..……………………………… 
 
Course title…………………………………………………………………. 
 
1. I apply for assistance towards gaining the above qualification. 
 
2. I have read and understood the NHS HS Support for Qualifications and 

Courses policy. 
 
3. I believe I can successfully complete this course and am fully committed to 

doing so. I will not leave the course without first obtaining the approval of my 
line manager and director. 

 
4. I will attend all classes, tutorials and exams unless I have the prior approval 

of my line manager, except in the case of illness. 
 
5. I consent to my line manager having access to information on my course 

performance if s/he has concerns about my progress or commitment.  
 
6. I will provide written confirmation to my line manager of exam results, as 

provided by the training body. 
 
7. I agree to refund to NHS HS all financial assistance received if I breach 

conditions 5 and 6 above. 
 
8. On the date of leaving NHS HS employment, I agree to refund to NHS HS all 

financial assistance received, as follows:  

 during the academic year - all financial assistance provided for that year 

 within 6 months of completion of the course or prior to the end of a fixed-
term contract - 75% of all financial assistance provided for that year 

 within 12 months of completing the course 50% of all financial assistance 
provided for that year 

 within 18 months of completing the course 25% of all financial assistance 
provided for that year 

 
9. I understand that an academic year is regarded as the 12 month period 

beginning with the start of the course. 
 

10. Unless I have agreed separate arrangements to refund to NHS HS any 
financial assistance received, I consent to NHS HS deducting all outstanding 
costs from my pay through the payroll. 
 

Signature: ………………………………    Date:  …………………………………… 
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9. Statement of support by line manager (complete a or b): 

(N.B. please carefully read guidance in Appendix 3 before completing this section) 
 

 
a) I confirm that I have reviewed the learning and development needs of my staff in line 

with performance objectives. This has been included in his/her PDP (a copy of which 
is attached to this application). I have discussed with the staff member their capacity 
and capability to complete the course and I support this application because: 

 

 

Relevance / value to current post: 

 
 
 
 
 
 
 
 
 
 
 
 
 

Relevance / value to organisation: 

 
 
 
 
 
 
 
 
 
 
 
 
 

Relevance / value to personal and career development: 

 
 
 
 
 
 
 
__________________________________________________________________ 
 

☐  I confirm that there will be no additional costs incurred from covering duties 
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☐ I confirm that this applicant has been employed by HS for at least 12 months  

☐ I confirm that this development has been agreed as part of their PDP  

 
 
 
Signed:____________________________________  Date: _________________ 
 
 
 
Print name: ______________________________ 
 
 
Or: 
 
 

 
b) I confirm that I have reviewed the learning and development needs of my staff in line 

with performance objectives and do not support this application because: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed:____________________________________  Date: _________________ 
 
 
Print name: ______________________________ 
 
 
 
N.B. Please submit all applications to People Development, whether supported or not. 
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Commitment by Manager 
 
Approval for financial assistance cannot be given before this commitment is signed 
 
 Name (please print)………………………..……………………………… 
 

1. I have read and understood the NHS HS Support for Qualifications and  
Courses policy. 
 

2. I have discussed the course that my staff member has chosen to apply for 
and believe that it is relevant and beneficial to them and that the 
qualification is an appropriate level for them. 

 
3. I believe that the staff member named on this application form is able to 

successfully complete this course and is fully committed to doing so. 
 

4. I have considered the impact on the workload of the staff member and the 
team regarding time off for study leave and am confident that this will not 
adversely affect our ability to deliver our work. 

 
Signature: ………………………………………………..Date: ..…………………… 
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Appendix 2  

SUPPORT FOR SHORT COURSES APPLICATION FORM 

Please allow up to 21 days for a response from the panel. Completed forms should be 
sent to; nhs.healthscotland-Learning@nhs.net 
_____________________________________________________________________ 
 

2. Personal details 

 

Name:    

Job Title:  

Team:  

Line Manager:  

Directorate:  

Date of joining NHS HS:  

Type of contract (fixed term / open-ended):  

If fixed-term contract, please specify 
completion date: 

 

Date of application:    

________________________________________________________________________ 
 

3. Details of course for which support is being sought: 

 

Title:   
 

Details of course provider:  
 

Total duration of course (hours or days): 
 

Start date: 
 

Are any additional study days required to 
complete this course in addition to 
attendance listed above?  

 
 Yes         
  No 
 

mailto:nhs.healthscotland-Learning@nhs.net
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If yes please state how much time is 
required:  

 

________________________________________________________________________ 
 

Has this development need been specified 
and signed off in the Personal Development 
Plan (PDP)?  
 

 Yes         
  No 

 

(If Yes, please attach a copy of the 
relevant entry to this application form) 

 

Is this development activity: 
 

☐ Mandatory        

☐ Essential to role  

☐ Desirable for organisation   

☐ Desirable for individual  

☐ Self development 

 

Have alternatives to this course been 
considered (shadowing, self-study or other 
courses etc.)?  
 

 Yes         
  No 
 
If yes, please give examples: 

 

________________________________________________________________________ 
 

3. Application for financial assistance 

 

Total cost of course: 
 

£ 

 
N.B Travel costs are to be reclaimed via expenses  
 
NHS Health Scotland will not meet any costs until funding has been approved 
 
________________________________________________________________________ 
 

4. Additional support 

 

If the applicant has any special needs, have 
the member of staff and manager satisfied 
themselves that these needs are being met 
by the course? 
 

 Yes         
  No          
  Not applicable 

 

Additional comments (if any): 
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Statement in support of this application 

 

6. Statement by staff member to support your application: 

 
 (N.B. please carefully read guidance before completing this section) 

 

Relevance / value to current post and team: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Relevance / value to organisation: 
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________________________________________________________________________ 
 

Declaration  

 
 
I have discussed this course of study with my line manager with regards to the course 
suitability and my capability and capacity to complete it. This development has been 
recorded in my PDP, a copy of which is attached to this application. 
 
 
Signed:____________________________________  Date: _________________ 
 
 
Print name: ________________________________ 
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To be completed by line manager 

9. Statement of support by line manager (complete a or b): 

(N.B. please carefully read guidance in Appendix 3 before completing this section) 
 

 
a) I confirm that I have reviewed the learning and development needs of my staff in line 
with performance objectives. This has been included in his/her PDP (a copy of which is 
attached to this application). I have discussed with the staff member their capacity and 
capability to complete the course and I support this application because: 
 

 

Relevance / value to current post: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Relevance / value to organisation: 

 
 
 
 
 
 
 
 
 
 
 
 
_______________________________________________________________________ 
 
Please state what impact, if any, there would be to the individual, the work plan or 
the team if the applicant fails to gain support for this application. 
 
 
 
 
 



 

Support for Qualifications and 
Courses Policy 

 Version: 8.0 Last Updated: 
09/05/2018 

Updated by: Rachael McNelis 

Policy Owner: Juan Salgueiro  Page 22  

 

☐  I confirm that there will be no additional costs incurred from covering duties. 

☐ I confirm that this applicant has been employed by HS for at least 3 months  

☐ I confirm that this development has been agreed as part of their PDP  

 
 
__________________________________________________________________ 
 
N.B. Please submit all applications to People Development, whether supported or not. 

 
 
 
Signed:____________________________________  Date: _________________ 
 
 
 
Print name: ______________________________ 
 
 
Or: 
 
 

 
b) I confirm that I have reviewed the learning and development needs of my staff in line 
with performance objectives and do not support this application because: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed:____________________________________  Date: _________________ 
 
 
Print name: ______________________________ 
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Appendix 3  

Guidance notes on completing the supporting statements 
 
1. Supporting statement from staff - When completing the supporting statement there are 

three parts to consider: 
 
Relevance / value to current post and team  
 
Comment on how the learning could be applied in your current post, supports your 
current job description and key results areas / main tasks and responsibilities and / 
or supports the future / developing demands of your post. Explain how this ties in with 
your PDP and will be applied and shared with your colleagues afterwards. 

 
Relevance / value to organisation  
 

Comment on how the learning could support development of knowledge / skills not 
specific to your current job role, but of value to your potential career progression 
within the organisation and could support the development of knowledge / skills to 
achieve wider organisational goals / enable greater flexibility to work across 
organisational boundaries. 

 

Relevance / value to personal career development –  

Comment on how the learning will support your personal and career development 
and your commitment and motivations for undertaking this course 

 
2. Supporting statement from line manager - When completing the supporting 

statement there are also three parts to consider: 
 

Relevance / value to current post and team  
 
Comment on how the learning could be applied in the applicant’s current post, 
supports their current job description and KSF / main tasks and responsibilities and / 
or supports the future / developing demands of their post. 
 

Relevance / value to organisation  

 
Comment on how the learning could support development of knowledge / skills (not 
specific to the applicants current job role, but of value to their potential career 
progression within the organisation) and how it could support the development of 
knowledge / skills to achieve wider organisational goals / enable greater flexibility to 
work across organisational boundaries. 
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Relevance / value to personal career development  

Comment on how the learning will support the applicant’s personal and career 
development and their commitment and motivation for undertaking and completing 
this course. 
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Appendix 4  

Guidance notes on Application Process 
 

1. A People Development Budget is allocated for support to undertake qualifications 
and courses that will enhance a staff member’s knowledge and skills in the current 
post (or for potential future progression) and support wider organisational goals.   

 
2. A panel will sit in May/June to consider the bulk of the year’s qualifications requests 

once staff PDPs have been completed.  
 

3. Staff may apply for short courses after being in post for at least 3 months and the 
development need has been recorded and agreed in the staff Personal Development 
Plan (PDP). See Appendix 2 for application form. 

 
4. Qualifications may be applied for once a staff member has been in post for 12 months 

or more and the development need has been recorded and agreed in their PDP (See 
Appendix 1 for application form). 

 
5. Qualification applications must be submitted on the appropriate form with all 

accompanying documentation by the deadline (to be communicated via email and 
the Health Scotland Source) and will be considered by the Funding Decisions Panel 
during May/June.  

 
6. Where the training and development continues over more than one year, the original 

application should identify this and approval will be for the current business year only. 
Where the member of staff is on a fixed-term contract, the funding commitment 
provided will be applicable only for the study period within the length of the contract. 
In the event that a staff member on a fixed-term contract leaves the organisation 
before completing the contract, course fees will be reclaimed by Health Scotland. 

 
7. Staff and line managers will be notified of decisions via email within 21 days of a 

panel sitting provided that all information is present on the application form. 
 

8. Once formal authorisation has been granted for a qualification the People 
Development Team should be notified of progress on a year by year basis and 
informed of anticipated annual fees so that we can review progress towards 
achievement. 

 
9. Applications for short courses may be submitted throughout the year. However, the 

success of an application may depend on whether funding is still available. It is 
therefore recommended that staff submit applications as early in the year as possible 
to avoid disappointment. 

 
10. Course work outside normal working hours does not qualify for over-time expense 

claims 
 
11. Training costs include any relevant exam fees, registration fees and any mandatory 

professional memberships forming part of the course registration.  
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12. Where the application for funding is not approved by the Funding Decisions Panel, 
the reasons will be clearly stated. 
 

13. Staff may appeal decisions on funding. All appeals should be made in writing to the 
People Development Team who will forward them on to Directors who will then review 
the application and decide jointly. The exception to this is appeals against decisions 
on funding of PhDs. Appeals for unsuccessful PhD applications should be made in 
writing to the People Development Team who will submit them to the Chief Executive 
and Employee director for review. 
 

14. The provision of paid leave for academic qualifications should be no more than five 
days per academic year, bearing in mind that any additional time required will be 
covered through the annual leave and flexi-time arrangements available to staff. 

 
15. Where there is a disagreement regarding an arrangement for study leave, the 

employee will have the right to discuss the matter with their Director. Employees also 
have the right to raise concerns in line with the Management of Employee Concerns 
policy. 

 
16. There may be circumstances when an applicant is unable to continue with a course 

of study due to family, personal or other exceptional circumstances.  An application 
for a break in study, outlining the reasons, should be made to their line manager for 
review by the Funding Decisions Panel.  NHS HS may continue to provide support 
for the course of study in these exceptional circumstances. However, an individual 
will not normally be allowed to defer for more than 1 year.  A break in study will not 
preclude an individual applying for support in future years. 

 
17. Fees cannot be claimed retrospectively for a course that was previously undertaken 

and not approved prior to enrolment.  
 

18. All associated travel and accommodation arrangements relating to a course should 
be booked in advance where possible by your directorate travel booker, or where this 
is not possible then expenses should  be claimed back through the expenses claim 
processes and do not come from the People Development budget. 

19. Any additional fees for resitting exams or resubmission of work incurred due to not 
meeting the required standard will be the liability of the staff member 

 
20. If you require further assistance with course fees Health Scotland offers the option 

of paying the full fees directly to the institution and reclaiming your portion via a 
salary sacrifice. The People Development Team will contact you to agree a 
repayment plan which Human Resources will be made aware of and will set up with 
payroll.  
 

21. Once someone is recruited to a post without conditions any training after that point 
can only be deemed as either “Desirable for the organisation” or “Desirable for the 
individual”. A qualification can only be considered “Essential to role” if it forms part 
of a conditional job offer or the post has been changed after the recruitment stage 
to the extent that a qualification becomes necessary in order to continue in the post. 
In this case the post would need to be reviewed and the qualification added to the 
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essential criteria in the person specification prior to any application being 
considered. 
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Appendix 5 

NHS Health Scotland Study Leave Guidelines       

NHS HS is committed to the development of staff and supports the undertaking of academic 
qualifications and certificated courses in this regard. The following notes are intended to 
offer general guidance to line managers and staff when considering applications for study 
leave. 
 
General Principles 
The provision of paid leave for academic qualifications should be no more than five days 
per academic year (pro-rata for part-time staff), bearing in mind that any additional time 
required will be covered through the annual leave and flexi-time arrangements available to 
staff.  
 
At the time of application, staff requesting study leave are required to provide an estimate 
of the time they would need to undertake their studies, taking into consideration the pattern 
of the course study (e.g. classes, study groups etc.), preparation and sitting of examinations, 
assessments (e.g. research projects, reports etc.), field work and work placements.  The 
estimate provided by the member of staff at the time of application should include: 
 

 number of days / hours required 

 expected time of year for leave 

 breakdown of the kind of leave that will be used over the year to cover any 
requirement for study time over the five days allotment (e.g. annual leave and 
flexi-time) 

 review of work commitments likely to be impacted  
 
Before granting study leave, line managers should satisfy themselves that:  
 

 the qualification or course is of benefit both to NHS HS and to the employee 
in the performance of present or future duties.  Requests for study leave within 
the guideline specifications should be accommodated within the team 
workload as far as possible and reasonable given work commitments 

 attendance on the course will not cause undue problems regarding adequate 
cover of the employee’s duties 

 learning outcomes are set prior to attendance and a system of feedback on 
progress is established, if appropriate 
 

For noting: 

 The above guideline should be applied pro-rata for part-time staff 

 At the line manager’s discretion, if a decision is taken to grant more than five 
days study leave, the reasons should be clearly documented and approved by 
the Director 

 Course-work outside normal working hours does not qualify for over-time 
expense claims. 

 Staff must notify both their line manage and HR of the date of each study day 
taken. 
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Appendix 6 
 
Frequently Asked Questions 
 
What happens if I miss the Qualification submission deadline? 
 
Advance notification of 3-4 weeks is given prior to the deadline of submission of qualification 
application, and any new applications will only be considered at the next panel meeting. NB; 
this could be the next business year. 
 
Why are there only 5 days study leave available? 
 
This allowance has been agreed in partnership to ensure equitable allocation of study leave 
in line with business requirements. Related policies on annual leave and flexible working 
can be utilised to accommodate additional requests for study time. 
 
What happens if I fail my exams/course? 
 
Any further fees incurred as a result of this, for example: resitting an exam, will be your 
liability. In the event that you fail a qualification, Health Scotland may reclaim your course 
fees at the discretion of your Director. 
 
If the qualification is cited in the job description or person specification does this 
not mean that it is essential to role and funded at 100%?  
 
Although a qualification standard may be expected there will also be a statement that 
equivalent experience will also be accepted. Unless your job offer states in writing that you 
are being recruited on the condition that you complete a qualification once in post, you are 
being recruited on the grounds of your relevant equivalent experience and the qualification 
is no longer considered essential and would be funded at the normal level. 
 
What payment options are available to me? 
 
If you require further assistance with the course fees Health Scotland can pay the full fees 
directly to the institution and recoup your portion via a salary sacrifice. The People 
Development Team will contact you to agree a repayment plan which Human Resources 
will be made aware of and will set up with payroll.  

 
 
  



 

Support for Qualifications and 
Courses Policy 

 Version: 8.0 Last Updated: 
09/05/2018 

Updated by: Rachael McNelis 

Policy Owner: Juan Salgueiro  Page 30  

 

Appendix 7 
 
The Qualification Application Process  
 
          
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
             
 
 
 
  

 
 
  

 

An invitation to apply for support is 
emailed to all staff and posted on the 

Source 

Staff discuss development needs 
with line manager  

Manager completes application form 
and forwards to People Development 

 

People Development checks application 
for all relevant information 

 

Incomplete or 
unsigned forms will 
be returned to the 

applicant for 
completion before 

they will be 
considered by the 
Decisions Panel 

Panel consider all 
applications together 

 

Reminders will be sent out 1 week 
before the deadline 

 
 

People Development anonymise all 
applications and submit to Decisions 

Panel 

 
 

Staff forward completed application 
form to line manager for approval 

Short course applications 
can be submitted at any 
point throughout the year. 

Continued below 
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 Yes No 

 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
HS to pay fees up front ?  Yes 
(salary sacrifice)      

 
No 

People Development notify 
successful candidates and 
inform them of “next steps” 

 

People Development 
notify unsuccessful 
candidates and give 

reasons why 

 

Applicants raise purchase 
order for course fees when 

due and notify People 
Development Team if they 

wish HS to pay all costs and 
reclaim via salary 

 

People Development arrange a 
repayment plan with staff member 

and pass information to HR 
  

 

HR set up repayment plan with 
payroll  

 

Applicant updates People 
Development Team of 

progress and raises further 
POs as necessary 

 

Applicant arranges to pay 
own part of fees direct with 
college and forwards any 

further invoices to NHS HS 
Finance Dept. 

 

Approved? 

 


