

Workplace requirement for additional work


Include in annual DME report to Board








Notification to DME








Closed





Final work schedule agreed





Within 1  calendar month





Follows Trust grievance procedure, DME Nominated Deputy in attendance 








Within 14 days of notification





Trainee asks for level 3 review








No








Notification to DME








Closed





Yes





Work schedule agreed?





Within 21 days of notification





Level 2 review of work schedule by DME & Service Manager





Within 7 days of initial review





Within 14 days of notification





Trainee asks for level 2 review








Notification to DME








Closed





No








Yes





Work schedule agreed?








Level 1 review work schedule





Pattern








Notification to DME








Closed





One off 








Is issue a “one off” of part of a pattern?








Copy sent to DME





Within 14 days 





Trainee has issue regarding education or training 





Key





Trainee raises exception report via Google Chrome








Reviews within 7 days of it being raised





Supervisor reviews & discusses reasons with trainee





Sent to supervisor





Timescale





System Function








Trainee role





Supervisor role








DME role





Contractual role









