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EDUC FORM GUIDANCE
COMPLETION AND SUBMISSION

1.
This form is for the use of GP Specialty Trainees whilst undertaking a placement in a GP Training Practice.

2.
Course Fees and all mileage undertaken where the GP ST travels for the purpose of attending an education event (e.g. Minor Surgery Course) must be claimed for on an EDUC form. 

3.
The claim form should be used in conjunction with the Study Leave Application form and the Study Leave guidance.

4.
Claims can be made for public transport – receipts must be provided or private transport (at a rate of 24p per mile).  Claims can also be made for passengers at a rate of 2p per mile – details must be given on the form.  All claims will be deducted from individual study leave allowances.

5.
The claim must be counter-signed by the relevant course organiser or tutor to confirm attendance at the educational event.  If this is not possible, the trainee must provide a certificate or proof of payment invoice.
6.
The form should then be submitted to the GPstudyleave@hee.nhs.uk according to the study leave process. 

7. Claims MUST be submitted within three months of the attendance date in order for payment to be made providing the study leave application was submitted prior to course attendance.
8. Failure to submit a study leave application prior to the course date; approval can in some cases be approved 4 weeks retrospectively as long as all forms and claims are submitted correctly.

9. EDUC forms and certificates/invoices must be sent to the GP School administrator ELECTRONICALLY – we do not accept paper copies either by fax or post.
10. EDUC form and certificates/receipts must be sent as ONE email with all attachments. Multiple emails will NOT be accepted.

11. Trainees claiming for travel to and from the AKT or CSA exam do not need to submit a study leave application form, only the EDUC form. The same applies for travel claims for Day Release to GP Training.

12. Please note accommodation costs can only be claimed for if the course spans two or more days (e.g. the nights in between the course and NOT the night before or after). 

i. When booking accommodation, the most cost effective and practical option should be used. The limits set out here are maximum amounts; it is expected that often accommodation will be sourced at a lower rate than these limits. 

ii. For accommodation within London, the overnight rate should not normally exceed £150. Where meals are included (or not claimed) this rate may be increased to £170. 

iii. For accommodation outside of London, the overnight rate should not normally exceed £120. Where meals are included (or not claimed) this rate may be increased to £140. 
13. Should your course span two or more days trainees can be reimbursed subsistence costs (itemised receipts will be required). The maximum amount claimable is £15.00
