
 

Student wishes to attend  
conference or meeting 

Student completes Medical Student 
Professional/Study Leave Application Form Pages 1 

and 2. 
Gaining approval from Unit Lead/Firm Tutor/Block 

Lead/GP provider (as applicable) 
AND 

authorisation from Year Lead/Hospital Dean (as 
applicable) 

Student does not wish to 
claim for expenses for 
attending conference / 

meeting 

Student sends form to 
their Teaching Support 

Administrator 

Absence is logged 

Student is sent an 
evaluation/attendance 

report form 

Following attendance at the 
event the student completes 
the evaluation/attendance 

report form and forwards it to 
the Student Support Office 

 

Student wishes to claim for 
expenses for  attending 
conference / meeting 

Student completes Medical Student 
Professional/Study Leave Application Form 

Page 3. 
Student is aware that, if they are successful 

in their application a non staff expenses form 
will need to be completed post attendance at 

the conference / meeting and the relevant 
receipts attached. 

 

Student sends form to 
their Teaching 

Support Administrator 

Absence is logged   
Form is forwarded to the 

Student Support Office for 
consideration at the next 

Student Conference Bursary 
Group 

Student is sent an 
evaluation/attendance report 

form 

Conference Bursary Group 
meet and consider application. 
Student is informed whether 

the application has been 
successful.  

Not successful 

Following attendance at the event the 
student completes the 

evaluation/attendance report form and 
forwards it to the Student Support 

Office 

End 

Successful 

Student waits until they have attended and 
then completes the Non Staff Members 

expenses form, attaches the relevant 
receipts and forwards to the Student 

Support Office along with a completed 
evaluation/attendance report form 

Payment is processed 
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