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Quick Reference Guide - Trainee 
 

Initial Submission  
 

 

Submit Exception Report 

Hours / Work Pattern Missed Training Opportunity / Support 

Automatically sent to: 
 Educational Supervisor 
 GSWH 
 Guardian Administrator 
 

It is expected that most concerns can be 
appropriately resolved by the local clinical 
team. 

 
NB – Guardian Administrator may escalate 
when patterns of concerns are identified and / 
or depending on nature of exception. The 
doctor will be notified if this happens with 
further detail. 

Automatically sent to: 
 Educational Supervisor 
 GSWH 
 Guardian Administrator 
 DME 

 
Your educational supervisor will contact you to 
discuss this further and consider how this is to be 
addressed. 
 
If a pattern is identified then you may also be 
contacted by a representative of the DME.  

Within 7 days – Decision / outcome confirmed and 
system updated by Guardian Admin. 

 
 Further discussion with you may or may not be 

required during this stage. 
 

You will be automatically notified of decision by email. 

Within 7 days – Decision / outcome confirmed and 
system updated by Guardian Admin. 

 
You will be automatically notified of decision by email. 

 

Doctor required to either: 
 

 Accept decision – no further action required 
 Dispute decision – escalate to next stage in 

process (level 1 work schedule review) 

Doctor required to either: 
 

 Accept with decision – no further action required 
 Dispute decision – escalate to next stage in 

process (level 1 work schedule review) 
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Level 1 Work Schedule Review  

 
Level 2 Work Schedule Review 

You will be contacted by the Guardian Administrator 
to ascertain your reason for disputing the decision 
made in the initial review and you will be asked, 

what, if any additional information / mitigation you 
require the initial decision maker to take into 
account when re-considering their decision. 

Initial decision maker will review their decision made 
as part of the initial review. They may or may not 

request a meeting with you to discuss any mitigation 
or additional information you have provided.  

Outcome 1: 
Initial decision upheld 

Outcome 2: 
 Prospective changes to the Work Schedule 

 Compensation or time off in lieu 
 Organisational changes 

Doctor required to either: 
 Agree with decision – no further action required 
 Disagree with decision – escalate to next stage 

in process (level 2 work schedule review) 

Doctor required to either: 
 Agree with decision – no further action required 
 Disagree with decision – escalate to next stage 

in process (level 2 work schedule review) 
 

You will be required to meet with: 
 The DME or a nominee(training)  

 The Guardian or a nominee (hours/work 
pattern) 

 A Service representative 
 Educational Supervisor 

 The Guardian Administrator 

Outcome 1: 
Level 1 Work Schedule Review decision upheld 

Outcome 2: 

 Prospective changes to the Work Schedule 
 Compensation or time off in lieu 

 Organisational changes 
 

Doctor required to either: 
 Agree with decision – no further action required 
 Disagree with decision – escalate to next stage 

in process (final review – Trust Grievance 
Procedure) 

Doctor required to either: 
 Agree with decision – no further action required 
 Disagree with decision – escalate to next stage 

in process (final review – Trust Grievance 
Procedure) 


