

Diary

The purpose of the diary is to help Clinical Managers and doctors develop a job plan for the first time.  The plan should record any private practice or other additionally remunerated work, particularly work of this nature that is irregular. 

Predictable emergency work (e.g. post take ward rounds) should be programmed where possible into the working week and count towards programmed activities.  Less predictable emergency work should be encompassed, as has been the case in the past, through on-call arrangements.  For this reason, a distinction should be made between predictable and unpredictable on-call duties in the diary.

Completing the diary

On each page of the diary you will see two tables. On the left hand side of the page is the diary and on the right hand side is a list of activity codes. For each day you should:

a.
Put the date underneath the day


b.
At the end of every day, you should assign the relevant code to each half-hour block in the first column and write it in the relevant box. Half-hour blocks should be bracketed together for ease of completion. This is a survey of WORK activities, not a doctor’s private life.  All activities not related to your NHS or other additionally remunerated work are covered by the single code N2


c.
On-call status should be recorded in the second column. Half-hour blocks may be bracketed together for ease of competition.

Preparation for job planning - record of workload & commitments 

	Background details

	Name
	     

	GMC/GDC registration no
	     

	Main employer
	     

	Other employer(s)
	     

	
	     

	
	     

	
	     

	Date of completion of relevant appraisal
	     

	Deadline to agree new job plan
	     


	
	Monday


	Tuesday



	
	Work code
	On-call?
	Work code
	On-call?

	7AM to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     

	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to Noon
	     
	     
	     
	     

	Noon to 12:30PM
	     
	     
	     
	     

	12:30 to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7:00
	     
	     
	     
	     

	7:00 to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     

	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to midnight
	     
	     
	     
	     

	Midnight to 12:30
	     
	     
	     
	     

	12:30AM to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00 
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7AM
	     
	     
	     
	     


	
	Wednesday


	Thursday



	
	Work code
	On-call?
	Work code
	On-call?

	7AM to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     

	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to Noon
	     
	     
	     
	     

	Noon to 12:30PM
	     
	     
	     
	     

	12:30 to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7:00
	     
	     
	     
	     

	7:00 to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     

	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to midnight
	     
	     
	     
	     

	Midnight to 12:30
	     
	     
	     
	     

	12:30AM to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00 
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7AM
	     
	     
	     
	     


	
	Friday


	Saturday



	
	Work code
	On-call?
	Work code
	On-call?

	7AM to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     


	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to Noon
	     
	     
	     
	     

	Noon to 12:30PM
	     
	     
	     
	     

	12:30 to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7:00
	     
	     
	     
	     

	7:00 to 7:30
	     
	     
	     
	     

	7:30 to 8:00
	     
	     
	     
	     

	8:00 to 8:30
	     
	     
	     
	     

	8:30 to 9:00
	     
	     
	     
	     

	9:00 to 9:30
	     
	     
	     
	     

	9:30 to 10:00
	     
	     
	     
	     

	10:00 to 10:30
	     
	     
	     
	     

	10:30 to 11:00
	     
	     
	     
	     

	11:00 to 11:30
	     
	     
	     
	     

	11:30 to midnight
	     
	     
	     
	     

	Midnight to 12:30
	     
	     
	     
	     

	12:30AM to 1:00
	     
	     
	     
	     

	1:00 to 1:30
	     
	     
	     
	     

	1:30 to 2:00
	     
	     
	     
	     

	2:00 to 2:30
	     
	     
	     
	     

	2:30 to 3:00
	     
	     
	     
	     

	3:00 to 3:30
	     
	     
	     
	     

	3:30 to 4:00 
	     
	     
	     
	     

	4:00 to 4:30
	     
	     
	     
	     

	4:30 to 5:00
	     
	     
	     
	     

	5:00 to 5:30
	     
	     
	     
	     

	5:30 to 6:00
	     
	     
	     
	     

	6:00 to 6:30
	     
	     
	     
	     

	6:30 to 7AM
	     
	     
	     
	     


	
	Sunday



	
	Work code
	On-call?

	7AM to 7:30
	     
	     

	7:30 to 8:00
	     
	     

	8:00 to 8:30
	     
	     

	8:30 to 9:00
	     
	     

	9:00 to 9:30
	     
	     

	9:30 to 10:00
	     
	     

	10:00 to 10:30
	     
	     

	10:30 to 11:00
	     
	     

	11:00 to 11:30
	     
	     

	11:30 to Noon
	     
	     

	Noon to 12:30PM
	     
	     

	12:30 to 1:00
	     
	     

	1:00 to 1:30
	     
	     

	1:30 to 2:00
	     
	     

	2:00 to 2:30
	     
	     

	2:30 to 3:00
	     
	     

	3:00 to 3:30
	     
	     

	3:30 to 4:00
	     
	     

	4:00 to 4:30
	     
	     

	4:30 to 5:00
	     
	     

	5:00 to 5:30
	     
	     

	5:30 to 6:00
	     
	     

	6:00 to 6:30
	     
	     

	6:30 to 7:00
	     
	     

	7:00 to 7:30
	     
	     

	7:30 to 8:00
	     
	     

	8:00 to 8:30
	     
	     

	8:30 to 9:00
	     
	     

	9:00 to 9:30
	     
	     

	9:30 to 10:00
	     
	     

	10:00 to 10:30
	     
	     

	10:30 to 11:00
	     
	     

	11:00 to 11:30
	     
	     

	11:30 to midnight
	     
	     

	Midnight to 12:30
	     
	     

	12:30AM to 1:00
	     
	     

	1:00 to 1:30
	     
	     

	1:30 to 2:00
	     
	     

	2:00 to 2:30
	     
	     

	2:30 to 3:00
	     
	     

	3:00 to 3:30
	     
	     

	3:30 to 4:00 
	     
	     

	4:00 to 4:30
	     
	     

	4:30 to 5:00
	     
	     

	5:00 to 5:30
	     
	     

	5:30 to 6:00
	     
	     

	6:00 to 6:30
	     
	     

	6:30 to 7AM
	     
	     


	Information about your on call

	1
	Actual rota frequency (state frequency)
	1 in      


	Information on activities that are supporting professional activities

	1
	     

	2
	     

	3
	     

	4
	     

	5
	     

	6
	     

	7
	     

	8
	     

	9
	     

	10
	     


	List of additional duties and responsibilities for main employer & time commitment

	Duty
	Time commitment

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	9
	     
	     

	10
	     
	     


	List of external duties for other organisations, both NHS and non NHS, 
and time commitment

	Duty
	Time commitment

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	9
	     
	     

	10
	     
	     


	List of private practice commitments

	Type of clinical work
	Scheduled time

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	9
	     
	     

	10
	     
	     


	List of regular fee-paying services

	Type of clinical work
	Scheduled time

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	10
	     
	     


	List of non-regular fee-paying services

	Type of clinical work
	Frequency

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	9
	     
	     

	10
	     
	     


CODES�
�
�Direct clinical care�
�
�
Emergency attendance�
C1�
�
Out-patient or other clinic�
C2�
�
Operating session (including anaesthetists)�
C3�
�
Ward round�
C4�
�
Other patient treatment or relative consultation�
C5�
�
Telephone advice to hospital�
C6�
�
Multi-disciplinary meetings about direct patient care�
C7�
�
Investigative, diagnostic or laboratory work�
C8�
�
Public health duties�
C9�
�
Travelling time between sites, not to usual place of work�
C10�
�
Patient administration�
C11�
�
�Supporting professional activities�
�
�
Training�
S1�
�
Continuous Professional Development�
S2�
�
Teaching �
S3�
�
Audit / Clinical Governance�
S4�
�
Job Planning / Appraisal�
S5�
�
Research�
S6�
�
Clinical management�
S7�
�
�Additional responsibilities�
�
�
Caldicott guardian�
A1�
�
Audit lead or Clinical governance lead�
A2�
�
Clinical tutor�
A3�
�
Clinical directors’ and lead clinicians’ PAs by substitution or additional remuneration�
A4�
�
Other additional responsibilities�
A5�
�
�Other duties�
�
�
Trade union duties�
D1�
�
Appointment committee member�
D2�
�
NCAS, GMC, Healthcare Commission�
D3�
�
Work for Royal Colleges�
D4�
�
Other�
D5�
�
�Additionally remunerated work (see notes on p1)�
�P�
�
(e.g. private practice P1, Fee paying services, P2, and other additionally remunerated work P3)�
�
�



Non-work activity�
�
�
Absent from work (annual or sickness leave)�
N1�
�
Other (i.e. time spent not working)�
N2�
�



On-call status (column 2 – see notes on p1)�
�
�
Predictable on-call�
1�
�
Unpredictable on-call �
2�
�






CODES�
�
�Direct clinical care�
�
�
Emergency attendance�
C1�
�
Out-patient or other clinic�
C2�
�
Operating session (including anaesthetists)�
C3�
�
Ward round�
C4�
�
Other patient treatment or relative consultation�
C5�
�
Telephone advice to hospital�
C6�
�
Multi-disciplinary meetings about direct patient care�
C7�
�
Investigative, diagnostic or laboratory work�
C8�
�
Public health duties�
C9�
�
Travelling time between sites, not to usual place of work�
C10�
�
Patient administration�
C11�
�
�Supporting professional activities�
�
�
Training�
S1�
�
Continuous Professional Development�
S2�
�
Teaching �
S3�
�
Audit / Clinical Governance�
S4�
�
Job Planning / Appraisal�
S5�
�
Research�
S6�
�
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