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This procedure sets out the Canberra Health Service (CHS) provisions and processes for training, education and studies assistance. 

This advice is intended for managers, delegates and staff who are interested in undertaking work-related study and should be read in conjunction with related documentation on Shared Services Customer Service Portal (search “Studies Assistance”). 
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This procedure applies to all CHS permanent officers. 
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Staff Eligibility
· Studies assistance is available for permanent staff of the ACT Public Service after they have reached 12 months of service or longer. 
· In general temporary and casual staff are not eligible for studies assistance, however Delegates may give consideration in special circumstances (e.g. employee is expected to be employed long-term or has a specialised skillset) for studies assistance for temporary and casual staff with contracts of 12 months or longer.
· Studies assistance is not available for staff who are on apprenticeships, traineeships, cadetships, graduate programs, probation or CHS Transition to Practice programs.  Exceptions may be made at the discretion of the area Executive Director/Executive Group Manager.
· Staff receiving Training, Education and Study Leave (TESL) and Medical Education Expenses (MEE) under the Medical Enterprise Agreement or an associated policy may only be granted further studies assistance under this scheme at the discretion of the Executive Director/Executive Group Manager. 
· Staff who are recipients of CHS scholarships (e.g. clinical staff on scholarships which are managed by Nursing & Midwifery/Allied Health offices in the Health Directorate) may apply for study leave but are not eligible to apply for financial assistance.

Eligible types of study
· Studies assistance may be provided for courses that lead or contribute to a nationally recognised tertiary or vocational qualification, skillset, Statement of Attainment or Certificate. This includes undergraduate, post-graduate, diploma, nationally recognised courses, theses, Recognition of Prior Learning processes and tertiary preparation courses.
· Other types of study may be considererd at the Delegate’s discretion, but studies assistance is not available for general non-accredited professional development or internal training courses.

Delegations for approval
· The delegation for the approval of studies assistance is defined in Delegation No. 301 of the CHS HR Delegations manual, and requests for financial assistance must be referred to a Delegate with the appropriate financial delegation.
· If applicants are to be provided with higher levels of assistance than outlined in this procedure, or extended leave without pay for study purposes, or are in a category that may generally be excluded from applying (eg graduate programs, casuals, less than 12 months service), the application should be referred to the Executive Director/ Executive Group Manager for approval. 

Considerations
· Approval of studies assistance is discretionary and is not an entitlement, and delegates make the final decision on how much (if any) assistance will be granted after discussion with the applicant.
· Study leave and financial assistance are fully funded by the applicant’s work area.
· Proposed study should be identified in performance plans, including discussion of future requirements for ongoing assistance to complete a course of study.
· Delegates should consider factors including relevance of the course of study to the work area, previous studies assistance approved, the requirements of the proposed course of study, operational demands of the workplace, and equitable allocation of studies assistance in their teams, including shift workers and staff who work night duty.
· Delegates should consider reasonable adjustments that could be made to provide opportunities to employees in Equal Employment Opportunity (EEO) and diversity groups, for example increased study leave hours.
· Staff moving work areas or transferring from another Directorate should discuss their requirements with the receiving manager. Approval of a new application will be at the discretion of the receiving work area Delegate, who should consider whether discontinuing studies assistance may result in any disadvantage or hardship.
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Studies assistance may be provided for the following:
Approval as a student
Paid or unpaid study leave
Block release
Financial assistance.

[bookmark: _Hlk56696098]Approval as a student
This is the basic level of support and approval for applicants, even if paid leave or financial assistance is not granted.  It entitles staff to:
Leave to attend compulsory examinations even if no other leave is granted
Eligibility to claim Workers Compensationif injured while attending or travelling to and from work for study activities.

Study leave
Staff may be granted study leave as follows:
· paid or unpaid leave to undertake study activities required by their course of study, including attendance at sessions (whether distance or face to face), research, assignments, assessments or exams
· Approved leave may also include reasonable travel time if applicable. 

Recommended leave allowance
The maximum allowance for study is 8 hours per week, recommended as a mix of 5 hours for study and up to 3 hours for travel as required, noting that: 
· This is a recommendation only and the Delegate may determine the level of allowance that will be provided on a discretionary basis, considering the requirements of the course of study, work demands and possibly EEO considerations.
· The period of study may vary depending on the course and institution eg semester, winter session, year-long, half year etc. Ensure the date range for the current period of study, and the number of weeks covered, are clearly indentified on the application form
· Study leave is to be calculated only for the number of weeks the applicant is actively studying and must not include non-study periods. 
· Part time staff may be provided study leave on a pro-rata basis (for example, someone who works 0.5 Full Time Equivalent (FTE) would be able to apply for 50% of the recommended or agreed provisions).

How the leave is taken over the period of study is flexible and should be negotiated between the employee and manager, based on both study and operational requirements. For example the applicant and manager may agree to weekly hours for local attendance, or banking leave to take as whole days to complete assignments etc. 

Leave for block release or placements
Some courses of study may include compulsory periods of placement in a work environment (eg nursing, social work). Courses may also include compulsory block attendance at the training institution eg for a residential.  Delegates should consider the requirements of the course and may choose to support employees with leave for these purposes which may be taken using some or all of the allocated study leave for the semester, and/or use annual leave, professional development leave if applicable, flex or ADO, or leave without pay.  It is recommended that any leave for placements or block release not exceed 50 hours per semester. 


Full time study leave without pay (LWOP)
Applicants may negotiate with their manager to apply for up to 12 months leave without pay (LWOP) for full time study purposes.  This extended LWOP is provided at the discretion of the Executive Director/Executive Group Manager or Delegate. 

Employees wishing to apply for LWOP should follow the  usual process when applying for LWOP, and would not be expected to complete the Studies Assistance form.  Employees should first consult with Shared Services Payroll on the effects LWOP has on any entitlements.  The Delegate may require the employee to agree to become unattached if they are to undertake LWOP for full time study. 

Recommended financial assistance
The level of assistance is determined by the Delegate taking into consideration operational resources and the relevance of the study as per the below table.  The cost is met from the work area budget.  

Employees may apply only for financial reimbursement of costs towards compulsory course, exam and enrolment fees.

Financial assistance does not cover any other costs associated with the study such as travel, books, materials, accommodation, student union fees, student services fees. 

The application for financial assistance must be approved before commencing study, but is not pre-paid and costs are reimbursed on successful completion of the course of study/ unit. Where any employee is required to repeat a unit the delegate will decide if financial assistance is to be provided.  

Applicants and delegates should check the possible fringe benefits tax (FBT) implications of providing financial assistance for study, and advice should also be sought from the CHS Finance team, Finance and Business Intelligence (FBI).

Recommended levels of financial assistance:
	Degree of relevance of study to Business Unit
	Description
	Recommended maximum financial assistance

	Critical/ Highly relevant
	· Required for current role eg an industry requirement, or mandatory skillset needed by the current work area
· Study is at the direction of the employer 
· Course is highly relevant to the current work area and will develop the work area’s capability.
	Up to 100%

	Relevant
	· Recognised as a skillset required to advance within the work unit or CHS
· Study is relevant to the skills and knowledge of the whole of CHS and/ or ACTPS. This should not be used for complete career re-alignment study.
	Up to 65%

	No direct relevance
	· The intended study has no direct relevance to CHS or ACTPS skillsets.
	0%
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Applications must be submitted for every period of study or commencement of a new study activity or unit (eg semester/ trimester/ term/winter or summer session etc). This takes into account:
· Commencement of new units which may have different study requirements to the previous application
· Requirements to pass previous units before commencing new study
· Requirement for confirmation of enrolment in the new units.
  
Submit applications at least 3-5  weeks before study commences to allow time for the approval process to be completed. Managers may require applications to be submitted earlier to allow for rostering arrangements, but approval cannot be finalised until enrolment has been confirmed.

· Applicants cannot take any study leave before it has been approved, nor is it permitted to back-date an application
· Unused study leave from a previous application does not accrue.

Applications are submitted to the manager to recommend and then to the Delegate for decision if not the same person.  The applicant must provide:
Proof of enrolment
Results for previous units in the course of study for which studies assistance was provided where available. If unavailable, these are to be provided as soon as received. 
Evidence of course costs if applying for financial assistance.

It is the responsibility of managers/ Delegates to provide the staff member notification of the amount of studies assistance granted, and the justification for non-approval of studies assistance.

Applications for financial re-imbursement are submitted after the study has been completed, on the relevant form, and must include evidence of payment and of successful completion of the study.  These applications are forwarded to the CHS Finance team in FBI for processing. 

See attached flowchart (Attachment 1).
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Review of Decisions
The applicant may request that a decision be reviewed if they are dissatisfied with the level of studies assistance approved by the Delegate.  In these circumstances an attempt should be made firstly to resolve the matter with the manager and/or Delegate, ensuring that all relevant information was considered in the decision-making process. If this does not resolve the issue, refer to the Internal Review Procedures in the relevant Enterprise Agreement. 

Records management 
Work areas must keep their own records which may be subject to audit:
· Approving Delegates must keep a record in their own area of studies assistance taken by their staff members. 
· Staff members taking study leave should record this on their time sheets / rosters/ flex sheets where appropriate and ensure not to exceed the amount of leave which has been approved.  

CHS is required to report on studies assistance granted across the Directorate. Records are kept in accordance with the Information Privacy Act 2014 and only de-identified data is used for reports.

To enable this reporting, managers must submit a copy of the final approved studies assistance application form to Workforce Capability (SDU) by scanning and emailing to StaffDevelopment@act.gov.au

 Ensure that the following details are correctly completed:
Applicant’s name and work area are clearly identified and legible
Total hours of leave granted are calculated and entered in the approval section
Applicant’s period of study is correctly identified in the date range.
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Outcome
· [bookmark: _Hlk43366294]Records of studies assistance provided by CHS are reported annually as required in the Annual Report Directions.




Measures
· Reports of studies assistance details for each Division are sent bi-annually to Executive Directors/Executive Group Managers, and these may be used to monitor access and take-up of studies assistance.
· Number of reviews requested and outcomes of these reviews.
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Legislation
· Information Privacy Act 2014
· Public Sector Management Act 2004

Procedures
· Applying for Training, Education and Study Leave (TESL) and Medical Education Expenses (MEE) for Staff Specialists

Standards
Public Sector Management Standards 2016
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1. Studies Assistance- Instructions on Shared Services portal, with links to application forms.
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Block release or placements 
A period in a course of study during which students are released from industry for a period of full-time attendance at an educational institution--a block period.

Injury or illness while travelling to study
Travel to and from work and a place of education while on approved study leave is covered under the SRC Act, 1988 (Safety, Rehabilitation and Compensation Act). Journey claims between home and a place of education are not covered.  Study leave while on workers compensation is approved on a case-by-case basis. The criteria for approval is usually based on the duration of leave, the reason for the leave (whether or not the course is related to their employment)  and whether or not it impacts on their return to work plan.
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Study Assistance, Studies Assistance, Study leave, Study, Block release
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Attachment 1 - Flow Chart of the Application Process

Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.

Policy Team ONLY to complete the following:
	Date Amended
	Section Amended
	Divisional Approval
	Final Approval 

	18/12/2020
	Complete Review
	Janine Hammat, ED People and Culture
	CHS Policy Committee

	
	
	
	



This document supersedes the following: 
	Document Number
	Document Name

	DGD14-008
	Training Education Study Assistance SOP
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	People and Culture
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	Do not refer to a paper based copy of this policy document. The most current version can be found on the CHS Policy Register
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