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LEARNING & DEVELOPMENT
Study Leave & Professional Qualification Policy
Supporting professional growth and qualifications

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Learning & Development

	SCOPE
	All employees (eligibility criteria may apply)



This policy template is provided for guidance purposes only. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Purpose and Scope

This policy explains how [Organisation Name] supports employees undertaking professional qualifications and other approved study, including financial support, study leave and examination leave. It sets out eligibility, the approval process and the conditions attached to support.
SECTION 02
Eligibility

•   The qualification or course is relevant to the employee's current role or agreed development.
•   The employee has [successfully completed their probationary period / [X] months' service], where this condition applies.
•   There is business need and available budget.
•   The employee is meeting the required standards of performance and conduct.
SECTION 03
Financial Support

Where support is approved, the organisation may fund some or all of the following: course and tuition fees, examination fees, professional membership or registration fees, and essential study materials. The level of support is agreed in advance and confirmed in writing. Employees should obtain approval before incurring any cost.
SECTION 04
Study and Examination Leave

	TYPE OF LEAVE
	TYPICAL ALLOWANCE
	NOTES

	Study leave
	[e.g. up to X paid days per year / per module]
	Agreed with the manager and booked in advance

	Examination leave
	[e.g. day of the exam, paid]
	Evidence of exam date may be requested

	Revision leave
	[e.g. X days, paid / unpaid]
	Subject to approval and business need



Study, revision and examination leave must be agreed in advance with the line manager and is subject to operational requirements. Any additional time may be taken as annual leave or unpaid leave by agreement.
SECTION 05
Employee Commitments

In return for support, employees are expected to attend classes and examinations, maintain satisfactory progress, keep their manager informed, and share relevant learning with the organisation. Employees should notify their manager promptly if they are struggling, need to defer, or intend to withdraw from a course. Employees remain responsible for maintaining CPD where required.
SECTION 06
Repayment of Costs

Where the organisation has funded a qualification, the employee may be asked to sign a repayment (clawback) agreement before support begins. This typically requires repayment of some or all of the costs if the employee leaves the organisation, or withdraws from the course without good reason, within a set period after completion. A common tiered example is set out below and should be tailored and confirmed in a separate agreement. Employees should provide evidence of successful completion where requested.
	IF EMPLOYMENT ENDS WITHIN...
	PROPORTION REPAYABLE

	During the course or within 6 months of completion
	100%

	6 to 12 months after completion
	50%

	12 to 24 months after completion
	25%

	More than 24 months after completion
	0%



Guidance - Repayment (clawback) terms must be set out in a signed agreement with the employee before funding is committed, and should be checked for enforceability and fairness with HR or legal advice. Repayment should reflect a genuine estimate of costs, not act as a penalty.


SECTION 07
Approval Process

Requests should be made [using the agreed form / to the line manager and HR] before enrolment, setting out the course, provider, cost, time commitment and relevance to the role. Approval is confirmed in writing together with any conditions and repayment terms.
SECTION 08
Review

This policy is reviewed at least annually and updated to reflect changes in business need and best practice.
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