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Step 1- Employee online 
All trainees MUST apply for study leave on Employee online 

first- this is where your leave is recorded and approved.  

Step 2- The course 
Is your course on the Approved list? 

https://lasepgmdesupport.hee.nhs.uk/support/home?studyl
eave 

Yes 
Continue with your study 

leave application 

No 
Proceed with Aspirational 

Route 

Email HEE TPD with proposal 

HEE TPD will provide a reference code if 
approved.  

Include this on all applications going forward 

Step 3- Applying for reimbursement 

Intrepid 
Add course information to Intrepid for educational approval 6 in advance of 

the course  

Employee online 
Add claim information via e-

expenses within 3 months of the 
course 

Select TBD PGMC (Eps) as your 
approving unit 

You must add your certificates and 
receipts onto this claim.  

If you do not do 
this you will not 

be paid as payroll 
will pull the 

information from 
employee online 

Claims for the next payslip need to be in by the 4th of the month, anything 
submitted after this will be paid in the following pay check.  

There is no allowance 
or cap for ST3s 

anymore. 

You do not need to add 
receipts or certificates 

to intrepid 

Certificates and receipts 
will need to be a picture 

(JPEG) format. 


