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· This process should be completed by any trainee wishing to take a period of time out of training for one (or more) of the following reasons:

· Parental / Maternity Leave
· Out of Programme Research (OOPR)
· Out of Programme for Career Break (OOPC)
· Planned sick leave (e.g. major surgery)
· Returning from restrictions to practise / suspension 

· You (the trainee) should discuss and agree your plan to take time out of training with your TPD or ES or College Tutor at least 3 months prior to your anticipated leave date.  For OOPR, discussions should take place 6 months in advance of your intention to leave the programme where possible.

· There are four forms to be completed at separate times:

Form 1: Planning your time away from training (To be returned by the Trainee)
This meeting should take place 3 months prior to your anticipated leaving date

Form 2: Planning your return to training (To be returned by the ES/TPD/College Tutor)
This meeting should take place 3 months prior to your anticipated return date

Form 3: Reviewing your return to training (To be returned by the ES/TPD/College Tutor)
This meeting should take place 2 weeks after your return to training

Form 4: Funding Request Approval Form (To be returned by the ES/TPD/College Tutor)
This form should be returned at the point at which the trainee has identified specific courses to attend and / or at the point that a period of enhanced supervision has been agreed

· Each form should be completed in collaboration with and agreed by your TPD or Educational Supervisor or College Tutor, at the stated times.  The forms should be uploaded to your ePortfolio and a copy submitted to the HEE WM SuppoRTT mailbox: supportt.wm@hee.nhs.uk by the individual indicated above

· Hand written copies of this form will not be accepted.  They will need to be typed, signed and submitted to supportt.wm@hee.nhs.uk 

· All fields are mandatory and should be completed unless otherwise stated.  

· If you are intending on applying to work less than full time (LTFT) you will need to complete the forms which can be found at www.westmidlandsdeanery.nhs.uk under the LTFT section.
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