	Wales Postgraduate Deanery

	Time Out of Programme (OOP)

Application Form and Guidance notes for trainees


Trainees are required to obtain formal approval from the Postgraduate Dean to take time out of a clinical training programme.

There are a number of circumstances when a trainee may seek to spend some time out of the specialty training programme to which they have been appointed.  

The purpose of taking time out of a specialty training programme is to support the trainee:

· In undertaking clinical training which has been prospectively approved by the GMC and which is not a part of the trainee’s specialty training programme but can be used towards the award of a CCT.   (OOPT)  OOPT will normally be for a period of one year in total but, exceptionally, can be up to two years at the Postgraduate Dean’s discretion.

· In gaining clinical experience which is not approved by the GMC but which may benefit the doctor e.g. working in a different health environment/country, gain specific experience in an area of practice; help to support the health needs of other countries (OOPE).  OOPEs will normally be for one year in total but can be extended for up to two years with the prospective agreement of the Postgraduate Dean

· In undertaking a period of research (OOPR).  Time spent out of programme for research purposes will be recognised towards the award of a CCT when the relevant curriculum includes such research as an optional element. Time taken out for research purposes is normally for a registerable higher degree and will not normally exceed three years.  Trainees in their final year of training will not normally be granted OOPR.

· In taking a planned career break from the specialty training programme (OOPC).  OOPC will normally be limited to two years; trainees wishing to take longer will normally be expected to relinquish their NTN and re-apply in open competition.

Principles of taking time out of programme

1. Time out of programme will not normally be agreed until a trainee as been in a training programme for at least one year.

2. A trainee whose annual review of progress (RITA/ARCP) is deemed unsatisfactory or with unmet objectives in their PYA will not normally be granted OOP.

3. Requests for OOP need to be submitted to the Deanery and Training Programme Director at least 6 months prior to the proposed start date.  

4. Trainees will retain their NTN during the period of OOP.  However, where a trainee’s CCT date falls within the OOP period, trainees will be expected to resign their NTN.  This will affect trainee’s eligibility for 6 months period of grace.  

5. Trainees must comply with any College regulations regarding OOP and time in the training programme.

6. The Postgraduate Dean can only consider requests that are submitted on the Deanery OOP application form.  Please complete all sections of the form fully and provide evidence of prospective approval from your Training Programme Director and the relevant Royal College/SAC/Faculty.  Failure to complete the form in full and supply the required information will result in a delay to your application and possible rejection.

7. The trainee must give their current or next employer as much notice as possible.  Three months is the minimum period of notice, so that employers and the deanery can ensure that the needs of other trainees on the programme and patients are appropriately addressed.  Failure to provide sufficient notice will result in a delay to your OOP start date.

8. Trainees wishing to curtail or extend approved OOP must make a formal prospective application using this application form.

9. Trainees should provide at least six month notice of their planned return to work.

Application process:

1. Trainees discuss potential OOP application with Consultant/Educational Supervisor (8-12 months prior to start of proposed OOP)

2. Discuss proposed plans with Training Programme Director

3. Write to College/SAC/Faculty detailing your plans to gain prospective approval of proposed training. The College/SAC/Faculty should indicate the length of time the OOPT/R should count towards CCT.  The trainees CCT date will be reassessed on return to the programme in light of the educational progress and time left in the programme.

4. Complete the application form to request permission to take time out of the training programme whilst retaining your NTN.  On completion of your form ensure it is signed by the Programme Director and then send to the Deanery with a copy of the College/SAC/Faculty approval and details of the post you will be undertaking.  

5. Once this information is received the Deanery will then be able to give consideration for approval 

6. If appropriate the Deanery will submit your application to the GMC to obtain prospective approval.  The GMC is the only body that can educationally approve OOPT/R to count towards the award of a CCT.  Please note that the GMC will not accept applications from individual trainees or Colleges/SACs/Faculties.  The GMC will not approve any period of out of programme which is to be counted towards a CCT unless it is submitted prospectively and has the supporting documentation available. (6 months prior to proposed OOP)

7. Trainee will be notified of the outcome of their application.

8. Trainee to inform current/future employer of their plans to take time out of programme.  A minimum of 3 months notice is required.

9. Prior to going out of programme trainee must ensure that:

a. The Deanery has an up to date contact address and email throughout the OOP period

b. The Training Programme Director and Deanery are aware of the expected date of return to the training programme

c. They have an ARCP/RITA assessment prior to the OOP and arrangements for an Outcome 8/RITA F are in place which the trainee is away

d. Mechanisms exist to undergo appraisal whilst away as you will be required to provide evidence for ARCPs/RITAs and upon your return.

10. Whilst out of programme trainees must ensure that an annual review and renewal of OOP form is submitted with relevant report prior to your ARCP/RITA.  


a. OOPT  - normally assessment forms for the specialty to be completed and accompanied by a progress report from the supervisor.

b. OOPE – A short report from the supervisor confirming that the trainee is still undertaking clinical experience

c. OOPR – Report on progress from the Research Supervisor.

Other things to consider:

· Salary – this may not be the same.  The Deanery will not make up any shortfall.

· Terms and conditions of employment – ensure you receive this from the organisation offering the OOP.

· Accommodation and travel costs – this is the trainee’s responsibility.  Ensure that any issues are agreed with the host Deanery and/or Medical Staffing Departments.

· Study leave – trainees on OOP are not eligible for funded study leave.  This must be funded by the trainee or the organisation/authority hosting the OOP.

· Pension -There has been a recent change to the NHS Pension Scheme which will have an impact on trainees going out of programme.  For more information please see the link below:
 http://www.nhsbsa.nhs.uk/Documents/Pensions/TN7_-_2010_-_Employer_Newsletter.pdf   
 If you are planning on going out of programme, you are strongly advised to contact your current employing Health Board and/or NHS Pensions to discuss how this may impact on your individual circumstances.
· Maternity Pay – might be affected by a period abroad or work away from the NHS.  Please check with the Medical Personnel or Payroll department.

	Wales Postgraduate Deanery

	Time Out of Programme (OOP)

Application Form and Guidance notes for trainees


Guidance Notes on making an OOP applications must be read prior to making an application.

This form should be sent to the Postgraduate Dean, after it has been signed by the trainee’s educational supervisor and training programme director.  The Postgraduate Dean will use this to support the request for prospective approval from GMC where this is required.

	PART A – Trainee Details to be completed by applicant

	Full Name:
	     

	Date of Birth:
	     
	GMC No.:
	     

	Specialty:
	     

	NTN:
	WAL/     
	GMC Programme Code
	WAL/     

	Provisional CCT Date:
	     
	Year of Training:
	     

	Address (for duration of OOP, if granted):
	     

	Postcode:
	     
	Email:
	     

	Name of Training Programme Director
	     

	Have you discussed your plans to take time out of programme with your educational supervisor?
	YES  FORMCHECKBOX 
                        NO   FORMCHECKBOX 
  


Please note OOPT/R applications will be forwarded to GMC.    GMC will keep a record of your details on their system in order to link this to applications for Certification of Completion of Training (CCT).

	PART B – Out Of Programme Details to be completed by applicant

	Purpose:
	OOPC  FORMCHECKBOX 
 OOPE  FORMCHECKBOX 
  OOPR  FORMCHECKBOX 
  OOPT  FORMCHECKBOX 
  (tick one only - please refer to guidance notes )

	Post Title:
	     

	Name and Address of Hospital / Institution:
	     

	
	     

	DATES OF PROPOSED TIME OUT OF PROGRAMME (exact dates e.g. 01/01/2008)

This MUST take into account the 3 months notice period your are required to give the Deanery and your current/future employer

	From:
	     
	To:
	     

	Please give a brief description of what will be done during time out of programme and where it will take place (please continue on a separate sheet if necessary)



	Do you have approval from the relevant College/SAC/Faculty?

Ensure this is enclosed as the Deanery is unable to process your required without this information
	YES  FORMCHECKBOX 
                        

NO    FORMCHECKBOX 
   If NO state reasons



	Supporting Documentation

The following documentation MUST accompany your application: -

1 OOPT/R - Letter of support and recommendation for the amount of time to count towards CCT from the Royal College or Faculty 

2 OOPT – provide details of your proposed training for which GMC prospective approval will be required.

3 OOPE – details regarding the clinical experience you are planning to undertake

4 OOPR – outline research proposal and include the name/.location of your research supervisor

5 OOPC – a brief outline for your research for requesting a career break whilst retaining your training number.

Applications submitted without appropriate documentation will NOT be considered

	Please sign:

I am requesting approval from the Postgraduate Dean’s office to undertake the time out of programme describe above.  

I confirm that the information provided above is correct.

 I have read and agree to the principles outlined in the guidance notes 

I understand that:

a. I will need to liaise closely with my Training Programme Director so that my re-entry into the clinical programme can be facilitated.  I am aware that at least 6 months notice must be given of the date that I intend on returning to the clinical programme and that the placement will depend on availability at that time. I understand that I may have to wait for a placement

b. I will need to return an annual out of programme report for each year that I am out of programme for consideration by the annual review panel.  This will need to be accompanied by an assessment report of my progress in my research of clinical placement.  Failure to do this could result in the loss of my training number.

c. I will need to give at least 3 months notice to the Postgraduate Dean and to my current/future employer before my time out of programme can commence.  

Signed: ______________________________________________________ Date ________________




	PART C – Training Programme Director Support

	Please complete the questions below as appropriate;

	1
	Has the trainee provided a job description / brief outline of the OOP and weekly timetable which you have reviewed and discussed with them?
	Yes  /  No

	2
	Are you satisfied with the proposed level of supervision?
	Yes  /  No

	3
	Will the OOP provide appropriate education opportunities for the trainee?
	Yes  /  No

	4
	Are you satisfied that the proposal meets the curriculum and assessment requirements for training towards CCT?
	Yes  /  No

	5
	Can you confirm that this training experience or research is appropriate for this trainee at this stage?
	Yes  /  No

	6
	Is the proposed start date acceptable? (If no please state your recommendations.) _______________________
	Yes  /  No

	7
	How will the vacancy be covered
	

	*Supported / Not Supported
*delete as appropriate

Programme Director’s Signature: ___________________________________________________  Dated: ___________

	Name (BLOCK CAPITALS):
	     
	

	Email or telephone contact:
	     
	


Please return this completed form and supporting documentation to:

Dr Helen Baker 

Manager - Postgraduate Secondary Care Training Section

Wales Deanery

School of Postgraduate Medical and Dental Education

Cardiff University

1st Floor Neuadd Meirionnydd

Heath Park

Cardiff

CF14 4YS

	PART D – Postgraduate Deanery  Approval

	*Approved / Not Approved
*delete as appropriate

Signed: ________________________________________________________________ Dated: _________________

	Comments :-

	


