
YesNo

Levy fine

One-off

Work scheduled agreed? Notification to guardian

Include in quarterly report

Trainee works outside 
of  work schedule

Copy to guardian if 
related to safe working

Sent to supervisor

Payment or TOIL 
agreed as appropriate

Notification to guardian

Level 1 review work 
schedule Closed

No

Trainee asks for               
level 2 review

Notification to                  
guardian

Closed

Work schedule agreed

No

Trainee asks for 
level 3 review

Level 3 review work 
schedule

Final work schedule 
agreed

Closed

Notification to guardian

Yes

Closed

Notification to guardian

7 days if payment 
requested, 14 if not

7 days

14 days

7 days

7 days

14 days

21 days

14 days

Timescale in line with 
local grievance procedure

Role of guardian

Role of trainee

Role of supervisor

System function

Outcome

Closed

EXCEPTION 
REPORT FLOW 
CHART:
Safe working practices

Supervisor reviews and 
discusses reasons                  

with trainee

Clear trainee choice to 
stay late, start early, or 

miss break

Is issue a ‘one off’ or 
part of a pattern?

Pattern

Level 2 review of                                                              
work schedule

Yes

Assess whether a 
fine is required

Closed

Notification                                  
to guardian

Workplace requirement 
for additional work 

(default)


