
Study Leave Applicant Guide
https://intrepidv10.co.uk/LDN 

How to:

1. Log in to Intrepid

2. Apply for Study Leave and funding

3. Track your application

4. Submit an expense claim form

Notes for staff not on the GSTT payroll system

https://intrepidv10.co.uk/LDN
https://www.intrepidv10.co.uk/LDN
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1. Logging in to the system

 To log in to the system please go to the following URL: 
https://intrepidv10.co.uk/LDN

 Your registered email address will be one of the following: The email address
supplied to the Trust by Health Education England, your @gstt.nhs.uk, or another 
email address that you have set against your account on Intrepid. You should have 
received an email upon starting at the Trust with details of the email address that 
you have been registered with.

 If you cannot recall your registered email address please email 
juniordoctorsstudyleave@gstt.nhs.uk to request this.

 If you have forgotten your PIN or password please select the ‘Forgotten PIN or 
password?’ link and request for reminders to be sent. These cannot be reset by 
system administrators.

https://intrepidv10.co.uk/LDN
mailto:juniordoctorsstudyleave@gstt.nhs.uk


 Once you have logged in, to apply for study leave please select ‘Leave 

Application’ under the ‘LEAVE MANAGER’ heading:

 You will be shown a list of your placements.

 Please only apply for leave against a current or future placement, depending on 

what date the course takes place. Select ‘Apply’ against the appropriate placement 

to open the application form.

 Retrospective applications will not be accepted.

2. Applying for Study Leave



Application Form

 Please complete all fields in the form to avoid any delays in 

processing your form.

 You can only apply for Study Leave through this form. Other 

types of leave are dealt with by your department.

 After completing the details relating to your course you will 

see a list of Approvers:

- Medical Education approves the funding.

- Your Educational Supervisor approves course relevance.

- Your Rota Manager approves the time off.



You will also see three drop down fields on the application form:

 Entitlements: This section will show leave entitlement in terms of 

days and funding.

 Leave History: You will be able to view a history of the leave that 

you have taken since the introduction of the system.

 Documents: This section is where you will upload your receipts 

and attendance certificate. You will be able to upload receipts after 

attending the course – this does not need to be done on the initial 

application.



Leave Expenses: This section will allow you to enter an estimate of your 

expenses. You must enter a value in each field (including zeros), such as the 

example in the image below:

Once you have submitted your form the first approver in the approval 

chain will receive an automated email to log in and approve your 

application. 



3. Tracking your application

To track what stage your application is at please log into the system and 

select ‘Leave Manager’. You will see a list of applications that you have 

made. Select the relevant application and scroll down to where it says 

‘Approval Process’. 

You will see a list in sequence of who is yet to approve your application, 

and the date that the previous person in the approval chain approved your 

form.

Once all of the approvers have approved your application you will receive 

a confirmation email with any comments that have been made.



Once the course has taken place please log back into the system, 

and select ‘Leave Manager’. You will be presented with a list of 

courses that you have applied for. 

Select the relevant course and scroll to the ‘Documents’ section to 

upload your receipts and certificate of attendance.

Under the ‘Leave Expenses’ heading click on the blue arrow next to 

the estimated expense that you made on your application. You will 

now be able to enter a claim amount for that cost type, then click 

save changes. 

4. Claiming Expenses



Once all expense claims have been entered select ‘Submit 

Expense Claim’. This will go through to the Medical Education 

study leave administrator who will check that the receipts have 

been attached and approve the funding amount.

The payroll deadline for reimbursement of expenses is the 1st 

day of each month. In order for your expense claim to be 

processed by medical education and payroll your expense 

claim form must be submitted at least 3 working days before 

the end of the month. If it is submitted after this it will be paid 

on the following month’s payslip.



If you are not on the GSTT payroll system (e.g. you are a KCL 

employee working clinically at GSTT or if you have recently left the 

Trust and are submitting your expense claim retrospectively) please 

enter the address that you would like a cheque to be sent to for your 

reimbursement.

Please see the example below:
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