Nursing & Midwifery Job Plan Template
What is a job plan
1. A job plan is a prospective, professional agreement describing each employee’s duties, responsibilities, accountabilities and objectives. 
2. It describes an employee’s working time according to specific activity categories inc:
a) Direct Clinical Care (DCC) e.g. F:F clinical or administration directed to clinical care.
b) Supporting Professional Activities (SPA). 
c) Additional NHS Responsibilities (ANR). e.g. Service and Trust lead positions.
d) Externally funded Duties (ED) e.g. CQC work, NHSE/ICS, trade union etc.
3. It is created annually and is complimentary but separate from the PDR process.
4. It should include a timetable of scheduled activities.
Why the need for a job plan
1. A national requirement – NHS Long Term Plan (2019)
2. For the individual healthcare professional, it: 
a) Provides a transparent & clear description (and showcasing) of skills/activities.
b) Facilitates PDR objectives.
c) Permits clinicians to plan SPA time (incl. work across all the 4 pillars of; clinical, leadership, education and research/QI).
d) Ensures SPA and other non-DCC activities are agreed and recorded.
e) Recognises the broad contribution of all members of the workforce.
f) Empowers staff to shape services and easy access to reliable data will enable staff to build stronger cases for service redesign.
3. For the Trust, it aims to: 
a) Have a positive impact on patient outcomes by aligning:
· Workforce resources to patient need. Resources can be focused on the highest impact for patients. 
· Capacity & demand, enabling the workforce to adapt service models and future workforce planning.
b) Ensure that time is planned for clinical staff to contribute to, or lead on transformational change and delivery against strategic objectives.
c) Capture and understand contribution including DCC and other activity.
d) Support staff recruitment, retention & wellbeing.
e) Support reduction in bank and agency spend.
f) Improve patient safety and care quality.
g) Improve understanding of workforce capacity for service delivery and should reduce understaffing (and the associated stress) ‘work as done’ Vs ‘work as imagined’.
h) Demonstrate productivity of enhanced, advanced and consultant level practice.
i) Help ensure personal development objectives are in line with the organisations priorities and uses time effectively, and efficiently.
Who should have a job plan
All AHPs, pharmacists, clinical scientists, psychologists, midwives & nurses should complete a job plan every year (except staff who work exclusively in one clinical area e.g. purely ward-based or outpatient staff as e-rostering, safe staffing and generic work schedules are considered sufficient for these workforce groups).
How to do a job plan
Every healthcare professional should work in collaboration with their line manager and supervisor to complete a job plan at predefined time every year. The job plan should then be approved by their line manager/supervisor and should be used to support the PDR process.
A copy of the approved job plan should be kept by the healthcare professional and the line manager should keep a copy on record.

Please see appendix 1 for a more detailed description of activity categories and appendix 2 and 3 for examples of a completed job plan.
Please use the template below to help you complete your annual job plan.

Neurodivergent or Disabled Staff
We recognise that some neurodivergent and disabled colleagues may require additional time or tailored support to complete the job‑planning template. Line managers and others involved in the job‑planning process are encouraged to engage in supportive, proactive conversations and to allocate sufficient time and flexibility to enable colleagues to participate fully.
A job plan is individual to each member of staff and can help support equity and reasonable adjustments such as time allocated to the different categories and a customised weekly job plan. Please see the GSTT Workplace Adjustment Guidance & Procedure for more information.
For further information and peer support please access the Neurodiversity Network via the group email: gstt.neurodiversitynetwork@nhs.net 










Nursing and Midwifery Job Plan Template

	Name:
	

	Job title:
	
	Band:
	

	Specialism/Service (where relevant):
	

	Clinical Group Directorate:
	

	Contracted hours per week:
	


Breakdown of activities to be undertaken 
As a minimum complete either the: Direct Clinical Care (DCC) and Supporting Professional Activities (SPA) rows. Where possible also break this down into the underpinning activities.
Private professional practice should be noted in the job plan and should not be scheduled during planned Trust activities.
	
	% of time / hours per week

	Setting



Activity
	Inpatient
	Outpatient
	Community
	Domiciliary 
	Private

	Direct Clinical Care (DCC)
	
	
	
	
	

	Clinical Care:                                              
· Individual patient-attributable care 
	
	
	
	
	

	· Non-individual patient attributable
	

	
	
	
	

	· Travel
	

	
	
	
	

	· On-call
	

	
	
	
	

	Supporting Professional Activities (SPA)
	

	· Personal & Professional Development (self)
	

	· Leadership & Management – clinical/people
	

	· Leadership & Management – projects
	

	· Research & QI – Funded
	

	· Research & QI – Unfunded
	

	· Education Delivery & Support (others)
	

	· Other:
	

	· Travel
	

	Additional NHS Responsibilities (ANR) 
	

	· 
	

	· Travel
	

	External Duties (ED)
	

	· 
	

	· Travel
	

	TOTAL
	


Please see appendix 1 for description of activity categories
Nursing and Midwifery Job Plan Template (Version 2.5)
Key:
DCC
SPA
ANR
ED





Weekly Job Plan
Please adapt as appropriate for scheduled hours inc.:  
· It can be illustrative if your shifts are over a 24/7 365 period.
· Multiple weeks if there is significant variation in your role from week to week.


	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8.00
	
	
	
	
	
	
	

	9.00
	
	
	
	
	
	
	

	10.00
	
	
	
	
	
	
	

	11.00
	
	
	
	
	
	
	

	12.00
	
	
	
	
	
	
	

	13.00
	
	
	
	
	
	
	

	14.00
	
	
	
	
	
	
	

	15.00
	
	
	
	
	
	
	

	16.00
	
	
	
	
	
	
	

	17.00
	
	
	
	
	
	
	

	18:00
	
	
	
	
	
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	
	
	
	
	
	

	21:00
	
	
	
	
	
	
	

	22:00
	
	
	
	
	
	
	

	23:00
	
	
	
	
	
	
	

	00:00
	
	
	
	
	
	
	

	01:00
	
	
	
	
	
	
	

	02:00
	
	
	
	
	
	
	

	03:00
	
	
	
	
	
	
	

	04:00
	
	
	
	
	
	
	

	06:00
	
	
	
	
	
	
	

	07:00
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	



Nursing and Midwifery Job Plan Template (Version 2.4)

Objectives and supporting resources Can be bullet points e.g. Part of a team providing xxxxx service 5 days a week; training/development & supervision of staff in place and developed; leadership & line management responsibilities actioned in line with Trust policy; quality/service improvement projects + research activities completed in partnerships with key stakeholders.



Analysis of expected and agreed DCC and SPA ActivityE.g. 10 new patients per week, deliver two hours of band 5 teaching session per month 



Additional NHS/Trust-wide duties or responsibilities (ANR) and External Duties (ED):E.g. on-call rota hours, trust-wide roles or external duties                hours per week/month




NB if you are working additional unpaid hours please detail below and tasks undertaken.






Expected delivery outcomes from job planE.g. xxxxx service delivered 5 days a week; all staff have monthly supervision meetings & a documented development plan in place; PDRs of direct reports UTD, rosters published within timeframe standards; evidence of quality/service improvement projects completed & evaluated.



Signature
Line manager’s signature
Date
Date of review

Appendix 1
	Activity Categories

	Activity category
	Activity Benchmark/Groupings

	
Direct Clinical Care (DCC)

(Includes other productive activities)
	
Clinical Care (For roles that are primarily clinical)
Individual patient-attributable care:
· Patient examination & treatment
· Out-patient activities & ward rounds 
· Beside care
· Clinical diagnostic work
· Administrative work directed to clinical care
· Writing patient notes & other admin (e.g. Radar)
· Reviewing & acting on clinical results/reports
· Rostered clinical shift
· Supervision in the clinical area
· Clinical trial recruitment, screening, consenting
· Ad hoc clinical cover
· Operating sessions
Non-individual patient attributable care: 
· Clinical service management
· Multidisciplinary meetings
· Public health duties
Travelling time*
On-call time

	
Supporting Professional Activities (SPA)

(For all roles)

· SPA activities should be carried out on-site unless agreed in advance and off-site SPA work should generally be considered an exception.
· Any agreed regular off-site SPA activity should be clearly defined in the job plan.
· Roles that are primarily education, management and research/QI focused are likely to demonstrate predominantly more SPA activity.
	
Personal & Professional Development:
· Appraisal/PDR & career conversation
· Supervision of self (inc.1:1s with supervisor & development plan)
· Mandatory training (generic e.g. Fire, IG etc.)
· Mandatory clinical competency/capability training (local role/speciality) e.g. Blood glucose POCT, Blood transfusion, NG tube etc
· Essential to role personal development e.g. PG Cert, Intermediate Life Support course, speciality specific essential course
· Revalidation preparation
· Continuous Professional Development (CPD) e.g.: 
· Formal training e.g. course, study day, conference, eLearning etc.
· Non-linear learning e.g. Experience observing or working in different workplace setting/specialist area
· Job Planning



Leadership & Management Activity
· Administration (e.g. managing generic or own inbox; responding to queries in person, telephone or email)
· Line management activity e.g. Career conversations, appraisals, 1:1s
· Roster and safe staffing management
· Recruitment (long and short listing, interview prep and interviewing)
· HR activity e.g. absence managements, disciplinary processes, flexible working, HR hearings etc.
· Staff development/support e.g. Coaching, allyship, mentoring/reverse mentoring, shadowing etc.
· Staff wellbeing activity
· Meeting (participant) – external
· Meeting (participant) – internal
· Meeting (participant) – impromptu
· Meeting chairperson activities e.g. Chairing, preparation, minutes, agenda, action log etc.
· Meeting preparation (reading minutes etc)
· Meeting co-ordination
· Meeting minutes (writing or reviewing)
· Operational leadership e.g. Senior in charge, Matron, Head of Nursing,
· Reporting internal/external inc. Local/National KPIs, productivity, local/board papers etc.
· Communication e.g. F:F, email, meetings, webpage etc.
· Administration (managing generic or own inbox; responding to queries in person, telephone or email)
· Recruitment (long and short listing, interview prep and interviewing)
· Line management activity e.g. Career conversations, appraisals. 1:1s
· HR activity e.g. absence managements, disciplinary processes, flexible working, hearings etc.
· Resource management e.g. bank/agency use, staff skills optimisation, stores, sustainability, 
· Procurement (includes raising PO’s, invoice authorisation)
· Resource management e.g. bank/agency use, staff skills optimisation, stores, sustainability, 
· Roster and safe staffing management
· Service development (Quality Improvement) activity
· Governance e.g. Radar/risk register management, Incident investigation/reporting & completing actions, policy writing, quality assurance activity related to CQC standards, responding to verbal and written complaints
	
· Attending/participating in M&M & clinical governance meetings
· Management (workplace) supervision
· International visit co-ordination
· On-call leadership e.g. Local or Trust ‘Silver’ on-call 
· Other (please describe)

Research & Quality Improvement Activity 
· Project administration
· Clinical audit (inc. data collection, analysis, report construction, adding to Trust audit database)
· Service evaluation (inc. questionnaires/interviews, analysis, report construction, adding to Trust audit database)
· Quality Improvement Project (QIP). Inc. all aspects of the Plan, Do, Study, Act (PDSA) cycle and associated reporting activities e.g. presentation or poster.
· Research related activities inc:
· Primary research
· Research link practitioner/champion e.g. journal club
· Lead or co-author for a journal article
· Conference abstract submission 
· Clinical research inc. promotion of trial, recruiting and training recruiters, data entry, file management (all in line with GCP standards)
· Associate or Principal Investigator (PI) on a funded research project

Education Delivery & Support 
· Bedside/workplace teaching
· Education ward round
· Supervision activities e.g. feedback & related activities (inc, co-ordinating/education and associate workplace/clinical supervision)
· Course facilitation – Fee paying (e.g. Tech support, delivering a lecture, instructing etc)
· Course facilitation – Non-fee paying (e.g. Tech support, delivering a lecture, instructing etc)
· General course prep e.g. room bookings, planning, timetable etc
· Programme/Course/Simulation preparation (e.g. reading, slides, scenarios etc)
· Course evaluation/analysis/feedback
· Competency/Assessment marking 
· Feedback e.g. MiniCEX, Case based discussion etc.
· On-site simulation (inc. in-situ)
· Remote/virtual simulation
· International education delivery (representing GSTT)
· External academic education delivery (representing GSTT)
· Project support – External e.g. supporting external NHSE education project (representing GSTT)
· Project support – Internal e.g. QIPs
· Reporting (e.g. for steering group)
· International visits support
· Staff educational database management
· Study Leave administration (vet/process/approve)
· Provision of professional advice
· Completing 360 MSF for colleagues
· Specialised committee attendance & related activities
· Other (please describe)

Travelling time*

	
Additional NHS Responsibilities (ANR)

(for all roles)

· Additional roles taken by Trust employees in addition to their clinical roles

	
· Caldicott Guardian
· Professional lead role
· Service/clinical lead
· Clinical governance/QIP/ lead 
· Other specialist lead roles
· Clinical Tutor/Educator
· Staff governor duties
· Regional educational supervisor
· Other
· Travelling time*

	
External Duties (ED)

(for all roles)

· Duties extra/external to Trust contracted hours
· Externally funded
	
· Care Quality Commission (CQC) Work
· Parliamentary & Health Service Ombudsman work
· NICE work
· Voluntary sector work
· Professional regulator work
· Royal college/professional organisation work
· Government Departmental Work
· NHSE work
· ICS/ICB work (e.g. CCPL)
· Royal College work for the NHS
· Trade Union Duties
· Private professional practice
· Other





Appendix 2
Example of a Completed Clinical Nurse Specialist (CNS) Job Plan
	Name:
	A Another

	Job title:
	CNS
	Band:
	7

	Specialism/Service (where relevant):
	

	Clinical Group & Directorate:
	Specialist Ambulatory Medicine

	Contracted hours per week:
	37.5



Breakdown of activities to be undertaken
As a minimum complete either the: Direct Clinical Care (DCC) and Supporting Professional Activities (SPA) rows. Where possible also break this down into the underpinning activities.
Private professional practice should be noted in the job plan and should not be scheduled during planned Trust activities
	
	% of time / hours per week

	Setting



Activity
	Inpatient
	Outpatient
	Community
	Domiciliary 
	Private

	Direct Clinical Care (DCC)
	
	
	
	
	

	Clinical Care:                                              
· Individual patient-attributable care 
	20% /
7.5hrs
	40% /
15hrs
	
	
	

	· Non-individual patient attributable
	

	20% /
7.5 hrs
	
	
	

	· Travel
	

	
	
	
	

	· On-call
	

	
	
	
	

	Supporting Professional Activities (SPA)
	

	· Personal & Professional Development (self)
	5%

	· Leadership & Management – clinical/people
	5%

	· Leadership & Management – projects
	

	· Research & QI – Funded
	

	· Research & QI - Unfunded
	5%

	· Education Delivery & Support (others)
	5%

	· Other:
	

	· Travel
	

	Additional NHS Responsibilities (ANR) 
	

	· 
	

	· Travel
	

	External Duties (ED)
	

	· 
	

	· Travel
	

	TOTAL
	100% / 37.5 hours per week




Nursing and Midwifery Job Plan Template (Version 2.4)
Weekly Job PlanKey:
DCC
SPA
ANR
ED






Please adapt as appropriate for scheduled hours inc:  
· It can be illustrative if your shifts are over a 24/7 365 period
· Multiple weeks if there is significant variation in your role from week to week

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8.00
	
	
	
	
	
	
	

	9.00
	Ward round
	Ward Round
	Ward round
	Ward round
	Ward round
	
	

	10.00
	
	
	
	
	
	
	

	11.00
	Roster Mng. PDRs, HR Mng.
	Deputy CNS teaching/supervision
	Referral vetting
	Journal club / CPD
	Pathology report + actions
	
	

	12.00
	
	
	
	
	
	
	

	13.00
	
	
	
	
	
	
	

	14.00
	….. clinic
	MDT
	….. clinic
	……clinic
	….. clinic
	
	

	15.00
	
	
	
	
	
	
	

	16.00
	
	QI project
	
	
	
	
	

	17.00
	
	
	
	
	
	
	

	18:00
	
	
	
	
	
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	
	
	
	
	
	

	21:00
	
	
	
	
	
	
	

	22:00
	
	
	
	
	
	
	

	23:00
	
	
	
	
	
	
	

	00:00
	
	
	
	
	
	
	

	01:00
	
	
	
	
	
	
	

	02:00
	
	
	
	
	
	
	

	03:00
	
	
	
	
	
	
	

	04:00
	
	
	
	
	
	
	

	06:00
	
	
	
	
	
	
	

	07:00
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	




Objectives and supporting resources I am one of 6 CNSs in the ……… specialist service providing:
· Autonomous management of patients in the …….. specialist clinics, specialist advice, support and direct clinical care for  …….. specialist patients on inpatient wards. This includes prescribing/deprescribing.
· Vetting external/internal referrals.
· Monitoring and management of on-going treatments.
· CNS team rota manager.
· Line manager of 2 deputy CNSs.
· Supervisor to 3 CNS’s and DPP to 1 CNS independent prescriber.


Analysis of expected and agreed DCC and SPA Activity· The CNS team will work closely with the Service Management Team to manage patients referred to the service within the defined standards.
· The CNS team will support inpatient services in the management of patients with …. condition and will see patients within 24 hours of referral.
· All band 6 and 7 CNSs will have a minimum of 2 hours clinical supervision every 4 weeks.


Additional NHS/Trust-wide duties or responsibilities (ANR) and External Duties (ED)N/A



Expected delivery outcomes from job plan
The ….. specialist CNS team will deliver a consistent high-quality inpatient and outpatient service to patients with …. condition ‘in-hours’ Monday to Friday Specifically: 
· They will support the service plans to achieve national performance KPIs.
· They will support the service to align aims/objectives and plans with the Trust strategy, and NHS Long Term plan.
Additionally, the CNS will:
· Achieve the standard KPIs in rota management, PDRs, mandatory training and other governance requirements.
· Ensure that all direct reports have a named supervisor, a development plan and are supported to develop capability and careers.
· Ensure that staff are supported in quality/service improvement as key stakeholders in the service.



Signature:     
Line manager’s signature   
Date:   
Date of next review:   

Appendix 3
Example of a Completed Nurse Advanced Practitioner Job Plan
	Name:
	B Bother

	Job title:
	ANP
	Band:
	8a

	Specialism/Service (where relevant):
	

	Clinical Group & Directorate:
	Ophthalmology

	Contracted hours per week:
	37.5



Breakdown of activities to be undertaken
As a minimum complete either the: Direct Clinical Care (DCC) and Supporting Professional Activities (SPA) rows. Where possible also break this down into the underpinning activities.
Private professional practice should be noted in the job plan and should not be scheduled during planned Trust activities
	
	% of time / hours per week

	Setting



Activity
	Inpatient
	Outpatient
	Community
	Domiciliary 
	Private

	Direct Clinical Care (DCC)
	
	
	
	
	

	Clinical Care:                                              
· Individual patient-attributable care 
	
	60% /
22.5hrs
	
	
	

	· Non-individual patient attributable
	

	20% /
7.5 hrs
	
	
	

	· Travel
	

	
	
	
	

	· On-call
	

	
	
	
	

	Supporting Professional Activities (SPA)
	

	· Personal & Professional Development (self)
	

	· Leadership & Management – clinical/people
	5%

	· Leadership & Management – projects
	

	· Research & QI – Funded
	

	· Research & QI - Unfunded
	10%

	· Education Delivery & Support (others)
	5%

	· Other:
	

	· Travel
	

	Additional NHS Responsibilities (ANR) 
	

	· 
	

	· Travel
	

	External Duties (ED)
	

	· 
	

	· Travel
	

	TOTAL
	100% / 37.5 hours per week




Nursing and Midwifery Job Plan Template (Version 2.5)
Weekly Job PlanKey:
DCC
SPA
ANR
ED






Please adapt as appropriate for scheduled hours inc:  
· It can be illustrative if your shifts are over a 24/7 365 period
· Multiple weeks if there is significant variation in your role from week to week

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8.00
	
	
	
	
	
	
	

	9.00
	Cataract Pre-op assessments
	Referral vetting
	Minor ops/procedure clinic
	Referral vetting
	MDT
	
	

	10.00
	
	
	
	
	
	
	

	11.00
	
	CNS teaching
	
	Roster Mng. PDRs, HR Mng
	Service improvement
	
	

	12.00
	
	
	
	
	
	
	

	13.00
	
	
	
	
	
	
	

	14.00
	Intravitreal injection clinic
	Virtual F/U clinic
	Intravitreal injection clinic
	Emergency clinic
	Intravitreal injection clinic
	
	

	15.00
	
	
	
	
	
	
	

	16.00
	
	Associate PI activity 
	
	
	
	
	

	17.00
	
	
	
	
	
	
	

	18:00
	
	
	
	
	
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	
	
	
	
	
	

	21:00
	
	
	
	
	
	
	

	22:00
	
	
	
	
	
	
	

	23:00
	
	
	
	
	
	
	

	00:00
	
	
	
	
	
	
	

	01:00
	
	
	
	
	
	
	

	02:00
	
	
	
	
	
	
	

	03:00
	
	
	
	
	
	
	

	04:00
	
	
	
	
	
	
	

	06:00
	
	
	
	
	
	
	

	07:00
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	




Objectives and supporting resources I am a band 8a ANP in the ophthalmology service providing:
· Autonomous management of patients attending the medical retina clinic, cataract pre-op clinic, minor procedure clinic and the eye emergency clinic 5 days a week.
· Specialist advice, support and direct clinical care.
· Prescribing/deprescribing a range of specialist medicines.
· Vetting external/internal referrals.
· Monitoring and management of on-going treatments.
· ANP/CNS team rota management.
· Leadership and line management of 4 CNSs’.
· Supervision to 3 CNSs’ and DPP to 1 CNS independent prescriber.
· Associate PI on xxxxxxx study


Analysis of expected and agreed DCC and SPA Activity· The ANP is part of a multidisciplinary team managing providing DCC to patients referred to the service within the defined standards.
· The ANP will have 20% SPA working across research, QI, teaching and leadership.
· The band 8a ANP will have a minimum of 2 hours clinical supervision every 4 weeks.


Additional NHS/Trust-wide duties or responsibilities (ANR) and External Duties (ED)N/A



Expected delivery outcomes from job planThe ANP will deliver consistent high-quality evidence-based care to patients presenting to eye clinic Monday to Friday. Specifically: 
· They will support the dynamic service plans to achieve local and national RTT targets and performance KPIs.
· They will support the service to align aims/objectives and plans with the Trust strategy, local commissioning requirements and NHS Long Term plan.
Additionally, the ANP will:
· Achieve the standard KPIs in rota management, PDRs, mandatory training and other governance requirements.
· Ensure that all direct reports have a named supervisor, a development plan, an up-to-date scope of practice, and supported to develop capability and careers.




Signature:     
Line manager’s signature   
Date:   
Date of next review:   
