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Hywel Dda Job Planning Toolkit 

 

Introduction 

1. This tool kit has been created to aid effective job planning for Consultant medical 

staff across Hywel Dda University Health Board. It sets out the key principles of job 

planning and provides guidance for all involved in the job planning process, in 

accordance with The Amendment to the National Consultant Contract in Wales, 

referred to throughout this document as the Contract. It is available via the following 

link; 

http://www.wales.nhs.uk/sites3/Documents/433/Nat Consultant Contract.pdf  

2. Effective job planning underpins the Consultant Contract in Wales. In particular the 

job planning process is the vehicle for the Consultant and the Health Board to agree 

the composition and scheduling of activities into the sessions that comprise the 

working week, mutual expectations of what is to be achieved through these, and for 

discussing and agreeing changes on a regular basis. 

3. Job plans will set out a Consultants’ duties, responsibilities, time commitments and 

accountability arrangements, including all direct clinical care, supporting 

professional activities and other NHS responsibilities (including managerial 

responsibilities). 

4. Job plans will also set out the agreed service outcomes. These will be expected to 

reflect different, evolving phases in Consultants’ careers, and appropriate continuing 

professional development requirements. The delivery of outcomes will not be 

contractually binding, however, Consultants will be expected to participate in and 

make every reasonable effort to achieve these. Pay progression via commitment 

awards will be informed by this process. 

 

Key Principles of Job Planning 

5. Job planning will be undertaken on an annual basis for all Consultant medical staff 

and will be led by the Clinical Director/ Clinical Lead, taking into full account the 

most recent appraisal discussions. Job plans will be drawn up and agreed jointly 

setting out the Consultants’ duties, responsibilities and expected outcomes, in line 

with paragraphs 1.22-1.29 of the Contract. 

6. After full discussion with the Consultant, decisions will be made as to how and when 

the duties and responsibilities in the job plan will be delivered, taking into account 
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the Consultant’s views on resources and priorities, ensuring that the Consultants 

have the facilities, training, development and support needed to deliver the agreed 

commitments. The job plan discussion will be recorded on the job plan template and 

once agreed signed by the Consultant. 

7. If it is not possible to agree the job plan, the matter will be dealt with through the job 

plan appeals procedure, under paragraphs 1.34-1.39 of the Contract (page 29). 

8. In some specialties the job planning process may be undertaken on a team basis, 

where the same issues affect all Consultants. Where job planning does take place 

on a team basis, each individual member should still agree a schedule of individual 

commitments (page 62 of the Contract). 

9. Consultants undertaking Private Practice must demonstrate that they are fulfilling 

their NHS commitments. Further guidance on private practice is given at Chapter 9, 

page 41 of the Contract. 

10.  Fee paying work including Category 2 should not attract double payment. However, 

it may be carried out with the professional fee retained by the Consultant in the 

circumstances outlined in Paragraph 2.10 of the Contract. 

 

The Working Week 

11. The working week for a full time Consultant will be 10 sessions of typically 3-4 hours 

duration, the normal working week will be 37.5 hours. The job plan will include Direct 

Clinical Care duties, Supporting Professional activities, additional responsibilities 

and agreed external duties, additional sessions and managerial responsibilities. 

There will typically be 7 sessions for direct clinical care and 3 for supporting 

professional activity. Variations will be agreed at the job plan review. 

12. Normally up to one SPA can be carried out away from the Consultants’ base by 

agreement (page 68 of the Contract). One SPA session may also take place outside 

normal working hours leaving a similar period free in which there is no contractual 

commitment during normal working hours (paragraph 2.12 of the Contract).  

13. All emergency work that takes place at regular and predictable times (e.g. post take 

ward wounds) will be programmed into the working week on a prospective basis. 

The first three hours of work done during on call periods per week averaged over a 

6 month period – unless specifically agreed otherwise will attract one DCC of time. 

Where the average is less than three hours this will attract a proportion of a session 

time. In exceptional circumstances where the Consultants requested and agrees to 
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be resident on call, this will be remunerated at 3 times the sessional payment at 

point of the Consultant salary scale, excluding commitment and clinical excellence 

awards, with agreed compensatory rest the following day. Out of hours intensity 

banding payments will also be paid in line with AL (MD)W5/200 (page35). 

14. It is recognised that Consultants may be undertaking more or less than the normal 

37.5 hours per week. Job planning review will be triggered if Consultants regularly 

work one session more or less than these hours each week on average (paragraph 

2.26 of the Contract). 

15. For Consultants working part time the breakdown of Direct Clinical Care and 

Supporting Professional Activity sessions will be in accordance with the table at 

page 43 of the Contract. Flexible working arrangements should also be considered 

in line with Chapter 10 of the Contract.  

16. Consultants are subject to a separate agreement on the application of European 

Working Time Directive, whereby they can accrue compensatory paid rest if rest 

breaks are not taken. Further guidance is available at the following link:- 

https:www.bma.org.uk/advice/employment/working-hours/ewtd-consultants-faq   

17. For full time Consultants travelling time between their main place of work and home, 

or private practice premises will not be regarded as part of their job plan. Travelling 

from main base to other NHS sites, travel to and from work for other NHS 

emergencies and excess travel will count as working time. Excess travel is defined 

as time spent travelling between home and a working site other than the 

Consultant’s main place of work, after deducting the time normally spent travelling 

between home and place of work. Consultants may need to agree arrangements for 

dealing with more complex working days (paragraph 2.13 of the Contract). A list of 

common journeys from main hospital sites is given on page 32. 

 

Local agreement on sessional payments and Supporting Professional Activities 

18. The Health Board has agreed that where Consultants are working in excess of 10 

sessions, payments will be made for each 0.25 of a session worked above the 10 

sessions.  

19. The Health Board have provided guidance on page 18, on the whole or part 

sessions that may be allocated for supporting professional activities, additional 

duties and management duties. It should be noted that this document is provided 

for guidance only as a basis for discussion and agreement. 
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20. Further guidance on the job planning process form the Welsh Government is given 

at page 61 of the Amendment to the National Consultant Contract in Wales. The 

BMA 2014 guidance and NHS confederation links are given below:- 

 
http://www.wales.nhs.uk/sites3/docmetadata.cfm?orgid=433&id=32473  

https://www.bma.org.uk/advice/employment/contracts/consultant-contracts/consultants-

wales  

http://www.nhsconfed.org/regions-and-eu/welsh-nhs-confederation/nhs-wales-

employers/our-work/medical-and-dental-workforce/consultants/job-planning  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

Health Board Contacts  

Medical Directorate Contacts 

Medical Director        Dr Philip Kloer 
        Philip.Kloer@wales.nhs.uk  
 
PA to the Medical Director       
        @wales.nhs.uk  
 
Assistant Medical Director – Medical Directorate  John Evans 
        John.Evans@wales.nhs.uk  
 
Deputy Medical Director for Acute Hospital Services  Dr Mark Henwood 
        Mark.Henwood@wales.nhs.uk  
 
Associate Medical Director for Professional Standards  Dr June Picton 
        June.Picton@wales.nhs.uk  
 
Medical Directorate Support and Revalidation Manager Helen Williams 
        Helen.Williams34@wales.nhs.uk  
 
Senior Medical Workforce Manager     Bethan Griffiths 
        Bethan.Griffiths101@wales.nhs.uk 
 
Operations Directorate Contacts 

Assistant Director for Acute Services 
Keith Jones Keith.Jones4@wales.nhs.uk 
 
General Manager for Scheduled Care 
Stephanie Hire Stephanie.Hire@wales.nhs.uk  
 
General Manager for Unscheduled Care & Glangwili General Hospital 
Sarah Perry Sarah.Perry3@wales.nhs.uk  
 
General Manager for Withybush Hospital 
Janice Cole-Williams Janice.Cole-Williams@wales.nhs.uk  
 
General Manager for Prince Philip Hospital 

 @wales.nhs.uk  
 
General Manager for Bronglais General Hospital 

@wales.nhs.uk  
 
Service Delivery Manager for Theatres, DSU, PAC and Anaesthetics 
Diane Knight Diane.Knight2@wales.nhs.uk 
 
Service Delivery Manager for Critical Care & Endoscopy  
Rita Stuart Rita.Stuart@wales.nhs.uk  
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Service Delivery Manager for Ophthalmology & Dermatology  
Carly Buckingham Carly.Buckingham@wales.nhs.uk  
 
Service Delivery Manager for General & Breast Surgery, Urology, ENT & Audioloy 
Caroline Lewis Caroline.Lewis@wales.nhs.uk   
 
Service Delivery Manager for Trauma & Orthopaedics & Rheumatology  

 @wales.nhs.uk  
 
Service Delivery Manager for General Medicine, Glangwili Hospital 
Paul Smith, Paul.Smith8@wales.nhs.uk  
 
Service Delivery Manager for General Medicine, Prince Philip Hospital 
Stuart Bancroft, Stuart.Bancroft@wales.nhs.uk  
 
Service Delivery Manager for General Medicine, Bronglais Hospital 
Louise Cullum, Louise.Cullum@wales.nhs.uk  
 
Service Delivery Manager for General Medicine, Withybush Hospital 
Bethan Andrews, Bethan.Andrews@wales.nhs.uk 
 
Service Delivery Manager for Paediatrics     
Nick Williams Nick.Williams-Davies2@wales.nhs.uk 
 
Service Delivery Manager for Community Paediatrics 

 @wales.nhs.uk 
 
Service Delivery Manager for Sexual Health & Obstetrics & Gynaecology 
Lisa Humphrey Lisa.Humphrey@wales.nhs.uk   
 
Service Delivery Manager for Radiology 

 @wales.nhs.uk   
 
Service Delivery Manager for Pathology Services 

, @wales.nhs.uk  
 
Service Delivery Manager for Oncology and Cancer Services 
Debra Bennett Debra.Bennett2@wales.nhs.uk  
 
Service Delivery Manager for Outpatients 
Donna Morris Donna.Morris4@wales.nhs.uk 
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Hywel Dda Job Planning System                                                     

 

 

Allocate e-job Planning 

The only format for job planning in Hywel Dda is the online Allocate e-job planning 

system which can be accessed using the following link -  

https://www.healthmedics.allocatehealthsuite.com/Core 

Alternatively, if you type “myjobplan” into the search bar, the website link should appear. 

 

 

 

 

 

Allocate e-job Planning – Consultant, SAS Doctor & Manager User-Guides 

Consultant and SAS Doctors user-guides are available as below - 

Consultant_guide_f

or_eJobPlan_Wales.
                                      

SAS_guide_for_eJo

bPlan_Wales.pdf
   

Manager_guide_for

_eJobPlan_Wales.pd
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Direct Clinical Care (DCC) Sessions Document 

Preparation for a job planning review meeting should incorporate evidence of how Direct 

Clinical Care Sessions have been utilised.  

Clinicians, Service Delivery Managers and Clinical Leads will need to consider the 

following prior to and during the job plan review meeting:- 

 

Direct Clinical Care Sessions – Out of Hours 

- What is the frequency of on call? 

- What is the average number of patients admitted out of hours on a weekly basis? 

- How much time does the Clinician physically spend in the hospital:- 

a) at night 

b) at weekends 

- Does the Clinician attend the hospital regularly or only when called upon? 

 

Direct Clinical Care Sessions – Normal Working Hours 

- Outpatient sessions 

o On average, how many patients does the Clinician personally see in an 

outpatient session? 

o Does the clinician supervise any Junior Doctors and/or Middle grades?  

o If so, on average, how many patients does each Junior Doctor/Middle grade 

see in an outpatient session? 

o On average, how much time is required as follow up for outpatients? 

- Operating Sessions 

o On average, how many operations are undertaken in each operating 

session? 

o Does the clinician supervise any Junior Doctors and/or Middle grades?  

o If so, on average, how operations are undertaken by each Junior 

Doctor/middle grade? 

- Ward Rounds 

o On average, how many patients does the Clinician personally see during a 

ward round? 

o Does the clinician supervise any Junior Doctors and/or Middle grades?  

o If so, on average, how many patients does each Junior Doctor/Middle grade 

see during a ward round? 
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Notes 

• Aim for informal resolution if 

possible 

• Include basic background information 

(see overleaf) 

 

• Clinical Director may be same as 

Clinical Lead  therefore process to 

Medical Director 

 

 

• Medical Director & Appropriate 

Associate Medical Director and may 

include Chief Executive if  necessary 

 

• Local Appeals Panel 
1 representative selected by the 
clinician and one by the CE from a 
panel nominated by BMA & HR 
Directors trained in conciliation  
 

• Arbitration Panel 
       Binding outcome 
       Clinician + representative 
       Medical Director + Manager 

 

  

Hywel Dda Job Planning Appeals Process 

 

Job Planning with Clinical Lead 

 

 

    Informal review with Clinical Lead 

 

 

Informal resolution Clinical Director 
 

 

 
Informal resolution with Medical Director  
(or AMD) +/- Chief Executive  

 

 

                Appeals Panel 

 

 

                  Arbitration 

 

 

 

 

 

N.B This appeals process will be followed in conjunction with the principles set out in the 

Amendment to the National Consultant Contract in Wales (2004) document, which can be 

accessed found at:- 

http://www.wales.nhs.uk/sites3/Documents/433/Nat Consultant Contract.pdf  
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Basic Information should include: 

• Name and title of clinician 

• Job, base and employing organisation 

• Contracted basic weekly hours of work 

• Number of colleagues in their clinical team/speciality 

• Any particular relevant features of clinician’s role (eg: different sites, special interests, 

additional responsibilities etc) 

• Any particular features of the department/hospital /health board (eg; academic dept, 

community-based service, services provided to other organisations etc) 

• What aspect(s) of the job plan are in contention 

• The parties’ view of what this should state 

• Key evidence that the party is basing their case on eg: Royal College guidance; 

benchmarking from other health boards/trusts; departmental workload and capacity etc 

• A brief history of the informal attempts to resolve the matter 
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External Duties Application Form 
 
To be completed by the Consultant/SAS Doctor (applicant) 
 
Name of Employee:  __________________________________________________________ 
 
Job Title:    __________________________________________________________ 
 
Payroll No:   __________________________________________________________ 
 
Specialty:   __________________________________________________________ 
 
Main Place of Work:  __________________________________________________________ 
 
Details of External Duties: ________________________________________________________________ 
 
______________________________________________________________________________________ 

 
 
Details of Potential Benefits to the Health Board: ____________________________________________ 
 
______________________________________________________________________________________ 

 
 
Impact on Service Delivery: ______________________________________________________________ 
 
_____________________________________________________________________________________ 
Your application must be supported by your Service Delivery Manager and Clinical Lead. 
 
Application supported by Service Delivery Manager and Clinical Lead:        Yes  No 
 
Please provide name and contact details of your Service Delivery Manager and Clinical Lead below:- 
 
___________________________________  __________________________________ 
 
___________________________________  __________________________________ 
 
___________________________________  __________________________________ 
 
 
 
Applicant Signature:_____________________________________ Date: ___________________ 
 
Once complete, copies of this form should be retained by the applicant & service delivery manager. 
Further copies to be sent to Medical Workforce & the Medical Director. 
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List of Common Journeys from Main Hospital Sites 

(Distance and time taken will be the same for the return journey.  
Distance and time figures taken from the AA route planner September 2017.) 

 
Bronglais General Hospital (SY23 1ER) 
• Bronglais General Hospital  Glangwili General Hospital   = 45 miles – 1 hour 19 minutes 

• Bronglais General Hospital  Llandovery     = 44 miles – 1 hour 16 minutes 

• Bronglais General Hospital  Hafan Derwen    = 50 miles – 1 hour 27 minutes 

• Bronglais General Hospital  Aberaeron    = 16 miles – 29 minutes 

• Bronglais General Hospital  Tregaron    = 19 miles – 35 minutes 

• Bronglais General Hospital  Cardigan    = 39 miles– 1 hour 

• Bronglais General Hospital  Prince Philip Hospital  = 68 miles – 1 hour 49 minutes 

• Bronglais General Hospital  Amman Valley   = 55 miles – 1 hour 41 minutes 

• Bronglais General Hospital  Withybush Hospital   = 64 miles – 1 hour 43 minutes 

• Bronglais General Hospital  Morriston    = 72 miles – 1 hour 50 minutes 

• Bronglais General Hospital  Singleton    = 73 miles – 2 hours  

• Bronglais General Hospital  Bridgend    = 94 miles – 2 hours 14 minutes 

• Bronglais General Hospital  Cardiff     = 108 miles–2 hours 30 minutes 

• Bronglais General Hospital  South Pembs Hospital  = 77 miles – 2 hours 

• Bronglais General Hospital  Tenby Hospital   = 72 miles – 2 hours 

• Bronglais General Hospital  The Bryn, Lampeter   = 25 miles – 44 minutes 

• Bronglais General Hospital  Newtown    = 43 miles- 1 hour 9 minutes 

• Bronglais General Hospital  Llanidloes    = 30 miles - 48 minutes 

• Bronglais General Hospital  Machynlleth    = 18 miles- 30 minutes 

• Bronglais General Hospital  Tywyn     = 29 miles- 53 minutes 
 

Glangwili General Hospital (SA31 2AF) 
• Glangwili General Hospital  Llandovery    = 26 miles - 36 minutes 

• Glangwili General Hospital  Hafan Derwen    = 3 miles - 11 minutes 

• Glangwili General Hospital  Bronglais Hospital   = 45 miles  -1 hour 19 minutes 

• Glangwili General Hospital  Aberaeron    = 31 miles - 50 minutes 

• Glangwili General Hospital  Tregaron    = 33 miles - 1 hour 

• Glangwili General Hospital  Cardigan    = 27 miles - 46 minutes 

• Glangwili General Hospital  Prince Philip Hospital   = 25 miles - 33 minutes  

• Glangwili General Hospital  Amman Valley    = 23 miles  - 37 minutes 

• Glangwili General Hospital  Withybush Hospital   = 33 miles  - 45 minutes 

• Glangwili General Hospital  Morriston    = 27 miles - 33 minutes 

• Glangwili General Hospital  Singleton    = 30 miles - 44 minutes 

• Glangwili General Hospital  Bridgend    = 51 miles - 56 minutes 

• Glangwili General Hospital  Cardiff     = 68 miles -1 hour 18 minutes 

• Glangwili General Hospital  South Pembs Hospital  = 35 miles  - 48 minutes 

• Glangwili General Hospital  Tenby Hospital   = 29 miles - 38 minutes 

• Glangwili General Hospital  The Bryn, Lampeter   = 22 miles - 40 minutes 
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Prince Philip Hospital (SA14 8QF) 

• Prince Philip Hospital  Glangwili General Hospital   = 25 miles - 33 minutes 

• Prince Philip Hospital  Llandovery     = 32 miles - 50 minutes 

• Prince Philip Hospital  Hafan Derwen    = 24 miles - 34 minutes 

• Prince Philip Hospital  Bronglais Hospital    = 68 miles -1 hour 50 minutes 

• Prince Philip Hospital  Aberaeron     = 55 miles -1 hour 20 minutes 

• Prince Philip Hospital  Tregaron     = 47 miles -1 hour 27 minutes 

• Prince Philip Hospital  Cardigan     = 51 miles -1 hour 16 minutes 

• Prince Philip Hospital  Amman Valley    = 16 miles - 31 minutes 

• Prince Philip Hospital  Withybush Hospital    = 52 miles - 1 hour 7 minutes 

• Prince Philip Hospital  Morriston     = 11 miles - 20 minutes 

• Prince Philip Hospital  Singleton     = 12 miles - 30 minutes 

• Prince Philip Hospital  Bridgend     = 35 miles - 43 minutes 

• Prince Philip Hospital  Cardiff     = 52 miles - 1 hour 5 minutes 

• Prince Philip Hospital  South Pembs Hospital   = 54 miles -1 hour 10 minutes 

• Prince Philip Hospital  Tenby Hospital    = 48 miles - 1 hour 

• Prince Philip Hospital  The Bryn, Lampeter    = 48 miles -1 hour 10 minutes 

 

Withybush General Hospital (SA61 2PZ) 

• Withybush General Hospital  Glangwili General Hospital  = 33 miles - 45 minutes 

• Withybush General Hospital  Llandovery    = 58 miles -1 hour 17 minutes 

• Withybush General Hospital  Hafan Derwen   = 31 miles - 45 minutes 

• Withybush General Hospital  Bronglais General Hsopital  = 64 miles -1 hour 43 minutes 

• Withybush General Hospital  Aberaeron    = 48 miles -1 hour 14 minutes 

• Withybush General Hospital  Tregaron    = 66 miles -1 hour 41 minutes 

• Withybush General Hospital  Cardigan    = 26 miles - 41 minutes 

• Withybush General Hospital  Prince Philip Hospital  = 52 miles - 1 hour 7 minutes 

• Withybush General Hospital  Amman Valley   = 52 miles -1 hour 12 minutes 

• Withybush General Hospital  Morriston    = 56 miles - 1 hour 8 minutes 

• Withybush General Hospital  Singleton    = 58 miles -1 hour 20 minutes 

• Withybush General Hospital  Bridgend    = 79 miles -1 hour 31 minutes 

• Withybush General Hospital  Cardiff    = 96 miles -1 hour 54 minutes 

• Withybush General Hospital  South Pembs Hospital  = 12 miles - 26 minutes 

• Withybush General Hospital  Tenby Hospital   = 20 miles - 36 minutes 

• Withybush General Hospital  The Bryn, Lampeter   = 55 miles -1 hour 22 minutes 
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Hafan Derwen (SA31 3BB) 

• Hafan Derwen  Glangwili General Hospital    = 3 miles - 11 minutes 

• Hafan Derwen  Llandovery      = 29 miles - 44 minutes 

• Hafan Derwen  Bronglais General Hospital    = 50 miles -1 hour 27 minutes 

• Hafan Derwen  Aberaeron      = 33 miles  - 57 minutes 

• Hafan Derwen  Tregaron      = 37 miles - 1 hour 8 minutes 

• Hafan Derwen  Cardigan      = 27 miles - 50 minutes 

• Hafan Derwen  Prince Philip Hospital    = 24 miles - 34 minutes 

• Hafan Derwen  Amman Valley     = 23 miles - 39 minutes  

• Hafan Derwen  Withybush General Hospital   = 31 miles  - 45 minutes 

• Hafan Derwen  Morriston      = 27 miles - 35 minutes 

• Hafan Derwen  Singleton      = 29 miles - 46 minutes 

• Hafan Derwen  Bridgend      = 50 miles - 58 minutes 

• Hafan Derwen  Cardiff      = 67 miles -1 hour 20 minutes  

• Hafan Derwen  South Pembs Hospital    = 33 miles - 46 minutes 

• Hafan Derwen  Tenby Hospital     = 26 miles - 37 minutes 

• Hafan Derwen The Bryn, Lampeter     = 26 miles - 49 minutes 

 

 

 

 

 

 

 

 

 

 




