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STEP 1

Select the out of programme approval request from your to do list

STEP 2

Click on  Fill in to complete the out of programme approval
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STEP 3

Review the information supplied by the trainee and indicate your approval

STEP 4

Selecting Yes gives you the opportunity to add your comments on the out of
 programme approval
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STEP 5

Click on Send to RCR Training Of6cer for approval

STEP '

The RCR training of6cer will complete the approval process and the
 completed form will be published to the trainee7s timeline

If the trainee needs to provide their deanery/local of,ce with evidence of the approvalP 
they can download the completed form as a FD4
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STEP I

,f you do not approve the out of programme request. we recommend that
 you return the form to the trainee rather than 6lling it in and sending it to
 the RCR training of6cer8  
If the form is returned to the trainee in this way then they are able to modify the form 
based on your comments and re.submit it if appropriateR If the form is sent to the 5C5 
training of,cer this will not be possibleR

STEP j

To re9ect the approval request. click back on your browser to return to the
 original form. the click on  Re9ect
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STEP x

Please provide the trainee with an e0planation for your re9ection of their
 OOP request
Te recommend that you also discuss this directly with the trainee

STEP 12

Click on Re9ect this invitation to return the approval request to the trainee

6he trainee will now be able to modify the form and re.submit it if appropriate
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