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 TPD grids
— Minimum level of information required when
submitting grids
— Importance of deadlines
* The change process for rotation information
— Where to find the form
— The approval processes
— The importance of not making changes
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Minimum level of iInformation
required when submitting grids

Trainee first name and surname
Post going into including NPN, trust and site

Include mat leave trainees if leaving/returning mid-way through
rotation

Include OOP trainees if leaving/returning mid-way through
rotation

Include long-term sick leave trainees to ensure post available on
their return

Trainees requiring extension to training
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« Once we receive rotation information, the specialty Officer and
Administratorimports the information into TIS.

« If atrainee does not have a post, the specialty
officer/administrator will have to go back to the TPD for queries.

« Data is then validated
— every trainee must have a post incl OOP/mat/sick leave

— every post must have something in it, e.g. a trainee,
Recruit Vacancy; Dr Hold

« Once validation is complete, each rotation has to be signed off
ready for publication (12 weeks prior rotation start date)
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2020 Rotation deadlines

Rotation Month | TPD Officer/ SA Deadline | OM Publication
Deadline Admin Deadline
Deadline
January (2020 24/09/2019  08/10/2019  11/10/2019  14/10/2019  15/10/2019
February (2020) 22/10/2019  05/11/2019  08/11/2019  11/11/2019 12/11/2019
March (2020 19/11/2019  03/12/2019  06/12/2019  09/12/2019  10/12/2019
April (2020) 27/11/2019 18/12/2019  20/12/2019  23/12/2019  07/01/2020
May (2020) 21/01/2020  04/02/2020  07/02/2020  10/02/2020  11/02/2020
June (2020 18/02/2020  03/03/2020  06/03/2020  09/03/2020  10/03/2020
July 2020 17/03/2020  31/03/2020  03/04/2020  06/04/2020  07/04/2020
August (2020) 17/04/2020  01/05/2020  06/05/2020  11/05/2020  12/05/2020
September e  15/05/2020  02/06/2020  05/06/2020  08/06/2020  09/06/2020
October (2020 23/06/2020  07/07/2020  10/07/2020  13/07/2020  14/07/2020
November (0200 21/07/2020  04/08/2020  07/08/2020  10/08/2020  11/08/2020
December (20200 18/08/2020  01/09/2020  04/09/2020  07/09/2020  08/09/2020

—

* Please note earlier dates due to May Bank Holiday & Christmas/New Year 2019/20



NHS

Health Education England

Rotations Change Request form

National HEE form — introduced in May 2019 for Aug
2019 rotations onwards.

Linked to Code of Practice requirement to provide final trainee
placement information to trusts and trainees 12 weeks prior to
rotation date.

Any change to rotations after 12-week deadline,
requires HoS/PGD approval.

Requests will only receive HoS/PGD approval where this is a
necessary change.

Change could be requested by: TPD or HET
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Where to find Post 12 week change form

« Currently an online MS form available via link on PSP:

o https://lasepgmdesupport.hee.nhs.uk/support/home?trainer
PGMDE Support Portal -
[ e s e ]

Trainer



https://lasepgmdesupport.hee.nhs.uk/support/home?trainer
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The approval process

All changes,regardless of thereason, must be recorded on the
Rotation Change form.

If thechangerequestisfrom the TPD,HET should notcomplete
theform for TPD

TPD is responsible to seek approval from HOS and PG Dean

before making changes
- HoS approval - any changes to rotation between 12-6 weeks prior to rotation
date

- PG Dean Approval - any change to rotation 12 weeks prior to rotation date
which results in Dr Recruit - Vacancy OR 6 weeks prior to rotation date



NHS

Health Education England

Approval process cont’d

« Specialty Officer to complete change request form for internal
changes only (e.g. Dr Holds, mat leave, OOP etc)

* Report sentto PG Deans for oversight
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The importance of not making changes

Information recorded on TIS is available to trusts and
Inaccurate data has huge implications for trusts and
trainees including inaccurate pay, change to on-call
rotas, change to contracts.



