
Study Leave Policy Template

Study leave is a benefit provided to employees to support their continuous learning and professional
development. Employees may request study leave to pursue further education or training that is
relevant to their current role or future career aspirations.

Eligibility:
● Employees must have completed at least [insert number] months of service with the

company to be eligible for study leave.
● Study leave may be granted for courses or programs that are directly related to the

employee's current job responsibilities or future career goals.

Application Process:
● Employees must submit a formal request for study leave to their manager, outlining the

details of the course or program they wish to undertake.
● The request must include information on the duration of the course, the expected benefits to

the employee and the company, and any associated costs.
● Managers will review the request and make a decision based on the relevance of the course

to the employee's role and the company's business objectives.

Approval Process:
● Study leave requests will be approved on a case-by-case basis, taking into consideration the

employee's performance, potential impact on their current workload, and the company's
overall business needs.

● Approved study leave will be granted for a specified period, during which the employee will
be excused from their regular duties to focus on their studies.

Conditions:
● Employees on study leave are expected to maintain regular communication with their

manager and colleagues, providing updates on their progress and any challenges they may
be facing.

● Employees must provide evidence of successful completion of the course or program upon
their return to work.

● Failure to meet the requirements of the study leave policy may result in the employee being
required to repay any costs incurred by the company.

We believe that investing in our employees' professional development through study leave will not
only benefit the individual but also contribute to the overall success of our organization.




