
WHAT TO DO WHEN A FLEXIBLE TRAINEE ARRIVES……

1.
The Flexible trainee should have previously been to see the Flexible Dean – if they have been deemed eligible for flexible training the Deanery will have given them a form – marked Flexible Training Admin form. It should have a number in the top right hand corner – which means that the doctor has seen the flexible Dean, and flexible funding has been approved, and allocated, providing the trainee gets education approval, and approvals from the Trust. 

IF the trainee arrives at your Trust without the form, with a number in the right hand corner; then ask for their letter from the Flexible Dean, confirming that they are eligible. 

If the trainee does not have either of these; then you should  refuse to  put the trainee onto the Trust payroll, and contact the flexible training office at the Deanery – either by Phone 0207 692 3198, or fax 0207 692 3316 or by e mail – paulh@londondeanery.ac.uk – so that the office can confirm. You can then attach the fax / e mail confirmation to a copy of the form, and the trainee collects the rest of the signatures.

2.
Once the doctor has the flexible form or the letter or a confirmation e  mail from the deanery, then the trainee needs to get the signature for educational approval – either from the supervising Consultant or the relevant Royal College. At this stage it may be necessary to talk to someone in the Trust about the doctors hours, and whether they are compliant or not. In some Trusts the educational approval will be checked at the same time as the banding for on call. 

3.
Then the Trust signature is needed – to assure the Flexible Dean that the Trust will honour its financial obligations for paying the banding. This part will differ from Trust to Trust. The Trust signature that the Flexible Dean’s office is looking for is the Chief Executive, or their nominee. In BLT, see below.

4. The form is then returned to the Flexible Training Office at the Deanery, so that the Flexible Dean can sign the paper, and then allocate the release of the funds for basic training to the Trust. The Flexible Deans office will then send a copy of the form back to the person at the Trust who submitted it. 

ALL THIS MUST BE DONE BEFORE THE FLEXI DOCTOR STARTS AT THE TRUST. 

In BLT Trust, the Trust signatures are:

· New Deal Project Team who will sign for a compliant banding, and a written work pattern that has been forwarded to the Directorate Finance Manager. 

· Directorate Finance Manager, who will sign that they will pay for the banding.

· HR Director, who is the Chief Executive’s nominee. 

Copies of final signed document to go to: the accountant who checks the quarterly flexible returns;  to the Medical Personnel Specialist; and to the database entry person, to medical recruitment for the personal file. . 
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