                                                


APPLICATION PROCESS FOR LESS THAN FULL TIME TRAINING (LTFT) TRAINING
PROCESS FOR TRAINEE DOCTORS 

Stage 1 - Completion of Application Form
              
(

(

(

(
 Stage 2 - Identification of Placement 


(

(
Stage 3 - Confirmation of Placement 

(
Stage 4 – Deanery Administrative Process 

(
(
Stage 5 – Changes to Placement Details/Personal Details 
Discuss Options with your Training Programme Director (if you wish to) or Contact the 


Less than Full-time Training Co-ordinator at the Deanery (appropriate Locality Office) 








At the appropriate time (depending on proposed date for commencement of LTFT Training) The APD will contact your Training Programme Director (TPD) confirming your eligibility for LTFT Training and asking  him/her to identify a placement for you on the training programme as a LTFT Trainee 





Complete application form for LTFT Training 


Depending on Criteria on which you are applying, supporting evidence will be required 


 (Criteria as listed on the Deanery Policy Document)  and return to LTFT Training Co-ordinator via e.mail if possible  


‘Application for Less than Full-time Training’ in the subject line














On receipt of completed forms the LTFT Co-ordinator will complete the application process as follows:





For SpRs





The Leeds Teaching Hospitals (as Lead Employer)  will be contacted  and will be informed of your -





Start date as LTFT Trainee 


Details of placement (Trust/Hospital)


Pay Band 


Intensity Supplement 


You will receive a letter from the Deanery confirming start date 





(Please note that if you are taking accrued annual leave from carried over from your full-time status, you must notify the Trust directly of your official return to work date, prior to commencing as a LTFT Trainee)





For all other grades  





The Trust will be contacted and request made for you to be issued with a Contract of Employment 


       They will be informed of your -





Start date as LTFT Trainee 


Details of placement (Trust/Hospital)


Pay Band 


Intensity Supplement 


You will receive a letter from the Deanery confirming start date 





























Approximately, 2 to 3 months prior to start date you will be sent Deanery Form B – Confirmation of Placement. You will be required to complete as follows:- The Trust in which you are to be working will also be notified at this time. 


Discuss time-table with your Educational Supervisor (ES) (Contact your TPD if you have not already been notified of who this is)


If you are to be working as part of a slot share,  agree time-tables with slot share partner if possible 


If you are undertaking on-call as part of your training, meet with Human Resource Representative


(the name of this contact will have been notified in the letter which accompanied the Form B)


If you are not undertaking on-call, return the form to the Deanery 





It is essential that you ensure that all required signatures are on the form before you return it to the  Deanery. 


Educational Supervisor 


Training Programme Director 


Trust Representative – confirming that the Trust will pay intensity supplement 


       if required





Please note – incomplete forms may result in delay in commencing LTFT Training 




















Download LTFT Training Application Form from Deanery Website or request copy to be sent by 


Deanery  LTFT Training Co-ordinator





If you are eligible for LTFT Training the Associate Postgraduate Dean (APD) will sign your form and you will be notified via e.mail. You may be required to meet with the APD or you will be invited to attend a 


LTFT Training Workshop (whichever is appropriate). Trainees requesting LTFT training for health reasons will always be required to meet with the APD 











Please notify the LTFT Training Co-ordinator with any of the following changes. 





Notification of rotations – 


      Deanery time-table as above will need to be completed for each new placement/rotation (prior to rotation date) 





If you are going on maternity leave 





Undertaking OOPE (Out of Programme Experience)





Application for Inter-Deanery Transfer 





Request to transfer to full-time training 





Changes in personal information: 





      ie – Address 


            e.mail address 


            Contact numbers 





(You should also notify the Trust of :  Proposed maternity leave & changes to personal information)

















                                                                 




















When placement details have been confirmed by the TPD, Deanery funding (for day-time work) will be requested if required, and your application will be brought forward at the appropriate time depending on start date 
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