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Less than Full Time (LTFT) Process – Foundation, Secondary Care and Public Health Trainees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Trainee downloads LTFT “Eligibility Application 
Form” from the LETB website. 

Trainee returns completed application form to 

PMEA Administrator. 

PMEA adds applicant’s details to 
relevant LTFT spreadsheet on P Drive. 

Is applicant a 

GP Trainee? 

Follow GP 
Application Process. 

See Appendix 2. 

Is trainee Secondary 
Care or Foundation? 

Is LTFT 
on Health 
Grounds? 

Trainee is required to meet with LETB 
Occupational Health Representative. 

Occupational Health report 

sent to APD/AFSD. 

Secondary Care and Public Health Trainees 
application are assessed by an APD. 

Foundation Trainees application are 
assessed by an AFSD. 

Is trainee 

eligible? 

Formal letter from APD/AFSD 

sent to trainee 

PMEA files application and 

letter on trainee’s file. 

PMEA sends out confirmation letter enclosing 
LTFT Timetable Form and Agreement of LTFT. 

PMEA adds trainee details added to 
the Secondary Care LTFT 

Spreadsheet. 

There are separate letters for 
Foundation, Public Health and 

Secondary Care trainees. 

Trainee returns Agreement of LTFT and Timetable Form after 
getting signed agreement from their –  

a) Supervising Consultant 
b) Trust HR Officer 

c) Local Royal College Advisor  

PMEA updates LTFT 
spreadsheet with 

trainee details. 

Update checklist sheet 

EMLETB APD/ 
AFSD make 

approval 
decision 

PMEA investigates reason for non-

approval. 

PMEA send letter to trainee confirming educational 
approval and completion of LTFT application to – 

a) Trainee 
b) TPD 

c) Receiving Trust HR 

PMEA sends out contract details to the receiving Trust HR 

for them to issue new LTFT contract. 

EXISTING/CONTINUING LTFT TRAINEES – Trainee 
downloads Timetable Form each time they rotate to 

different trust or their percentage changes. 

Has trainee 
returned their 

Timetable Form? 

PMEA Updates the LTFT spreadsheet to record receipt.  

PMEA files Timetable Form in Trainee File 

PMEA sends email to Trainee requesting 

information/  
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Update trainee Intrepid 

record 


