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1 Introduction
1.1 About the System

e-JobPlan, part of Allocate Software’s HealthMedics Optima, is designed to help facilitate the process of job planning
as set out by the national consultant contract, allowing users to populate, review and sign off of job plans all in one
place. The system provides organisations with the facility to manage and report on current and historic information at
an individual, departmental or organisational level, presenting a valuable opportunity to maximise efficiency through
increased transparency.

e-JobPlan provides consistency in the format of job plans, accurate calculations for sessions and on-call work including
prospective cover, and the ability to reflect the most complex work patterns through the combination of annualised
and timetabled activities.

1.2 Who is this guide for?

This guide has been written for manager users of e-JobPlan; primarily those doctors who have departmental and sign-
off manager roles and their administrators. This guide is intended to showcase the primary system features that relate
to the creation and management of job plans, it is not intended to be a full system manual. Some organisations may
choose to add or remove certain system functionality during the implementation process.

1.3 Obtaining additional help and support

Your Board will have appointed a Project Manager who will be familiar with the job planning process and the
management of the e-JobPlan module, their details can be found at the top of the Support tab.

You can also find various documents in the Support tab which provide further information, including documents on
calculations and guidance from the organisations.

1.4 Providing feedback

We would very much appreciate your feedback about the e-JobPlan module whether positive or negative. It is
important for us to identify things that work well, but also things that might cause annoyance or frustration. We strive
to take all feedback on board and consider any changes that might enhance user experience.

You can provide us with feedback at any time by clicking the Feedback link at the top of every page.
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2 Getting started
2.1 Logging in

e-JobPlan is cloud-hosted software that you can access from wherever you have an internet connection. Open a new
browser window and navigate to www.consultantdrportal.com. You may wish to save this address as a favourite
bookmark in your internet browser so that you can quickly access it again in the future.

You will have been provided with personalised username and password details in an automated email (contact your
Project Manager is these haven’t arrived).

@ HEALTHMEDICS OPTIMA

Login Details

O Your Usemame

& Your Password

O rRemember me

Forgotten your username/password?

@ ALLOCATE

Enter your username and password into the login page which will look similar to the above. If you are logging in for the
first time then you will be given a chance to update your personal details as well as being asked to change your
password to something more memorable, you will not be able to move on from this page until a new password has
been created.

2.2 Forgotten login details

If you cannot locate your details or have forgotten your username and password, the forgotten password link on the
login will resend new details once you have confirmed some basic details. If you continue to have problems logging in,
you should contact your organisation’s Project Manager.
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3 Job Planning Dashboard

Upon logging in to e-JobPlan, you will be presented with your job planning dashboard. This screen provides summary
information for the departments that your role has been assigned. If you manage multiple departments, you can

update the information panels by selecting the relevant department from your department panel on the left of the
screen.

Job Planning Dashboard

Your Departments

- Activities Calenda bt Message Cent 7 - JobPlan wizard
mumber of doctors are in brackets [} m " = f semn "
|- WiTRlEcon Hazpital MHS Trust. (1)
i To Dos @
A i Fi=ase dick on individual tasks to move to the page you nesd for 2ach one
| i Cardiology |37 Date Tk
[oarmatono 115) |
- ) Yiwa harve o to des
Ganaral Madioins (23]
I i Alerts o
|- iefection Gomtrod
| |- eosnegsicar 13) L BLERTS are on-saneen mezsages and emaits sbout what iz happeming in your job slanning. Curnenthy o8l sherts
: i--muumcam|u| ane tumed off. Choose which alerts to reosive by going to Preferences.
| e Respiratony (5]

i+ Mewmods

[ P4 Analysis
- Paramy Dermatology [15)
[ sy ‘Consultants:

[ "Woman and Chiidrens Haalth

Mot signed off Signed off Signed off 1 yearaso

The dashboard also provides access to three useful management tools, the activities calendar, message centre and e-
JobPlan wizard demo. These tools are described in the follow sections.

3.1 Activities calendar

The activities calendar is a great way for both doctors and managers to see which activities are being carried out across
the department on any given day according to the information in the job plans.

Activities Calendar
Need help? Click here.

Cardiology -

Report activity filter
Choose which doctors to include in this report
[-] Hide selection panel

Doctor filter
1.Select doctor names and click on arrow to include 2.Doctors included in Activity Calendar

Dr Alison, Angela . Name Job Plan Starting Week e
Dr Bloggs, Joanna

Dr Heart, Ann

Dr jane, jane
Dr jethro, jethra ¢ Please select a doctor.
Dr Jonas, Renny

Dr Jones, Brian

Dr Leabourne, Heart

Dr Medical, HR

* Press and hold the ctrl key to select multiple doctors.
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Select the department you are interested in viewing from the options in the drop down menu at the top right of the
page. This will prompt the selection panel on the left to populate with the names of all doctors with signed-off job
plans acorss the department. Select the relevent doctors then CLICK to include them in the calendar. Where doctors
have multi-week routine work cycles, you will be able to select the starting week of the job plan to display in the
calendar.

Note: Only signed-off job plans will appear in the activity calendar.

All signed-off job plans for each of the selected doctors will appear on the right-hand side with their relevant start and
end dates, if there is more than one job plan for a doctor then you can remove the unwanted version through the
remove option.

Once the doctors have been chosen, you can specify the type of activities you would like to see from the Report activity
filter. Select update report to populate the calendar with activities from the chosen job plans, and repeat each time
you want to update your filters. Hovering over each activity will display the doctor’s name and full details of the activity.

Activity filter
» Supporting Professional Activities (5) 0 of 12 activities selected
> Additional MHS Responsibilities {4) 0 of 13 activities selected
External Duties (E) 0 of 9 activities selected
> Fee Paying Services (F) 0 of 1 activity selected
Private Professional Services (P) 0 of 1 activity selected
Medical School (M) 0 of 1 activity selected
Activity report
4r todey ~ 18/11/2013 - 24/11/2013  Acthity View ODoctor View  Day Week [[Rne

18/11/2013 1971142013 20/11/2013 211172013 22/11/2013 23/1172013 24/1172013

You can amend the view of the calendar from a Timeline to a Day or Week display, as well as choosing whether to view
activities by activity or doctor name by using the options at the top right of the calendar.

3.1.1 Message centre

The message centre provides a trail of all messages sent back and forth between doctors and their 1% sign off manager
as well as keeping track of any changes which have been made to the job plans, regardless of whether these changes
are made by the doctors themselves or their 1% sign off manager. A complete history of these changes and messages
can be found by selecting the read more button taking you to the full conversation.
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Messages & Alerts

MNote: You will only be shown recent messages. To see maore click the "Show all” button.

@ Conversation about Dr 116, User's jobplan
Time: 10/07/2012 09:19:21
Dr 116, User wrote:

how many PAs for teaching?

DA

Changes to the job plan will be represented by a ﬁ and messages will be represented by a

Conversation about Dr Doctor, Wimbledon's jobplan

Time: 17/01/2011 11:34:33

Dr Doctor, Wimbledon made changes to the job plan.
This is a summary of the PA changes:

» DCC has decreased by 0.13 (0:33 minutes)
Reason for change:

Mot specified.

Time: 17/01/2011 11:13:05
Dr Doctor, Wimbledon wrote:
please can you look at my job plan

A

Time: 16/06/2011 17:05:19

Ms Manager, Project made changes to the job plan.
This is a summary of the PA changes:

» DCC has increased by 0.04 (0:12 minutes)

Reason for change:
Trust settings were changed. The weeks of year a doctor is available to work is now set to 42.
Comment: Amending settings for training

3.1.2 E-JobPlan Wizard demo

The wizard demo replicates the stages involved in a real job plan in order for you to experiment with different ideas
and get yourself familiar with entering data. It is particularly useful if you do not have your own job plan and you want
to become familiar with the processes involved.

Note: It is not possible to save, print or export the contents of your wizard demo. If you would like to save an example job plan, contact
your Project Manager for information about creating test user access to e-JobPlan.
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Job Plan Wizard Demo
A Mote: This job plan wizard is for illustration purposes only. No data can be saved or exported.

Job Plan Wizard

Choose a Department to view a job plan wizard Use the job plan wizard demo for a:

[Dermahigyi '] @ Consultant
|} Wimbkedon Haspital NHS Trust. - © SAS Doctor
|=]~ Diagnostics
T Heematdogy Slart demo job plan
Imaging
(2]~ Pathalogy
-~ Histopathology
[~ Medicine

- Diabletes

The initial screen will ask you to specify the department for the job plan (this dictates the available activities) as well as
the user’s role. This is useful if you want to take a look at how a SAS doctor’s on-call section differs from that of a
regular consultant grade.

Once these have been chosen click start demo job plan.
3.1.3 To Dos

If you are required to perform actions in relation to the job plans you manage (for example publishing a job plan to a
new doctor) then the task will appear in your to do list. Selecting the notification in blue will take you to the page you
need to be on in order to complete the task.

To Dos °
Please dick on individual tasks to move to the page you need for each one
Date Task
11 Jan 2013 09:54 @ Please publish a job plan to Dr Murs, Olly in Cardiology.
3.1.4 Alerts

Alerts are notifications of changes to job plans across your department. Depending on your notification preferences,
you may also receive an equivalent email.

Alerts °
Date Messages
11 Jan 2013 10:01 /), DrLemond, Greg has submitted his/her job plan for sign

New Alert off.
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You can choose which actions prompt an alert through the preferences tab at the top of the screen.

@ Feetback | Revert | My Details Log out: Dr Lance Armstrang

ﬁ e-JobPlan e-Leave

Change your preferences

Your job plan preferences

| would like to receive the following types of alert:

[lwhen job plan is in a stage and milestone is within a set period of time.
[Elwhen a job plan has not been modified for a specific period of time.
[Flwhen a doctor moves a job plan from draft into discussion.

[#when a doctor sends a manager a request to sign off a job plan.

3.1.5 Review charts

Review charts will display information based on when the review date of the job plans is due, split by consultant and
SAS doctor roles. The green portion of the chart represents all the job plans with more than 2 months until their review,
those in yellow have less than 2 months and the red area is for those who are overdue or not yet agreed to their 1°
job plan.

Review chart for:
Dermatology

Job Plans Status (Consultants):

Total number of consultants: 11

Job Plans Status (SAS):

Total number of SAS doctors: 4

List review dates

Selecting the red portion of the chart will produce a breakdown of the stages which each overdue/not yet agreed job
plan is currently in.
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Details of overdue/not agreed
job plans (SAS):

H HHBEHEH
HHHEHEEHE

0 (o%)
Awaiting st sign-off

0 (o%)
Awaiting 3rd sign-off

Total number of averdue job plan reviews: 3

@

The list review dates button at the bottom of the section will open up a new window with details of each individual’s
job plan stage and date of review.

Review Dates List
Date of report print-out: 11 Jan 2013

‘You can order this list by clicking on the column headers. Click again on the same header if you want to change the order from ascending to descending.
The names of doctors with job plans outside their 12-month review period are highlighted in red or bold.

Name » Department p 1st sign-off manager Review date a Stage )

Dr Hall, Clare {SAS) Dermatology Dr Hall, Clare 14 Oct 2014 Signed-off

Dr Johnson, David Dermatology Dr Johnson, David 13 Oct 2014 Signed-off

Dic Whits Path, o tal Dic Whita Path, 2 Mo 2012 1o D% iog! b
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4 Managing Job Plans

The manage job plans area of e-JobPlan allows you to control the publishing, viewing, editing and signing off of those
job plans that you have been assigned responsibility for.

4.1 The job plan stages

e-JobPlan helps to facilitate a job plan moving through a staged life-cycle.

Publish

e Provides doctors with either a new blank job plan or a copy of a previous plan

e Either the project manager (PM) or 1st sign-off manager can be nominated to publish
e Doctor receive an automated email alert (where specified in Board settings)

e Board can choose to publish straight into either the draft or discussion stages

Draft (optional, depending on organisation setting)

e Consultant only view of job plan which can be edited as required
e Job plan does not feature on any reports

Discussion

e Job plan visible by consultant and Board.

e The doctor or 1st sign-off manager can edit the job plan (with any changes visibly recorded)
e Job plan visible in reports from this stage forward

e Either party can request first sign-off

15t Sign-off

e Job plan no longer editable by either party
e Electronic sign-off performed by nominated first sign-off manager
e 1stsign-off manager or consultant can elect to push job plan back to discussion if necessary

2" Sign-off/3" Sign-off

e Optional electronic sign-off performed by nominated second sign-off manager
e 2"/3 sign-off manager can elect to push job plan back to discussion if necessary

Signed off

Version : 5.0
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e Job plan completed and locked down

Mediation

e Optional stage to be used where either party disagree at first or second sign-off stages
e Allows process to be tracked and relevant documentation to be attached

Lock down stage

Job plan lock down is used by managers to freeze the state of a plan in the case where it will not be finally signed-off
but there is a requirement for a new job plan to be published. Previously, lock down was not formally recognised as a
stage in the job plan life-cycle which meant that doctors and managers could not easily identify a locked job plan.

A new formal lock down stage has been introduced to e-JobPlan which enhances the visibility and reporting ability for
locked down plans. The procedure for locking down a job plan remains unchanged.

Current job plans tab showing job plans in the locked down stage

Mr Corbett, Andrew 01 Jun 2018 Draft (nee visile) E

Hr Babel, Artf [ 01 Apr 2015 Locked down (resd ceiy) 265  B1% [ B
Ms Makowskd, Magda 01 Apr 2013 Locked down (read-aniy) wwr n: B/
Dr Forest, Sheldon 01 Apr 2015 Discussion (read-anly) s e B B

Locked down graphic displayed on the doctor dashboard.

Current Job Plan: o
This job plan started 01 April 2013,
Department: Trauma & Orthopaedics
Total sessions to Planned 11.864
date: Temporary Contracted Additional Sessions  0.000
Total = 11.864
Total hours to date: Planned 47:36
Temporary Contracted Additional Sessions  0:00
Additional To Contract 0:11
ﬁ Activities Calendar Total = 47:47
Status: Locked down - your job plan is no longer editable
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4.2 Create job plans

Your organisation will decide during implementation whether Project Managers or Clinical Managers (or both) will be
responsible for the creation of new job plans. If you do not have publishing rights for new job plans the create job plans
tab as shown below will not display.

Manage Job Plans Adult Mental Health (19) -
To view the Progress Report Click here
Create job plans Current job plans
1. Select users from the department 2. Select desired action
No names selected.
O Al Users Status - Publish last job plan @
=] Dr 114055, User{SAS) Edit last job plan Q
= Dr 114078, User{Con) Edit blank job plan @
(] Dr 114138, User{SAS) Publish blank job plan Q
)] Dr 114239, User{Con)
[m] Dr 114248, User(SAS)
()] Dr 114462, User{SAS)
[m] Dr 114475, User(SAS)
()] Dr 114491, User{SAS)
[m] Dr 114534, User(Con)
] Mrs 114845, User(5A5)
/= PR — . v

To publish job plans you must first choose the relevant department from the drop down at the top right before
choosing the doctors’ names.

The list of doctors and health professionals on the left hand side details the stage at which the doctors’ current job
plans are in. If no status is shown then either their latest job plan is signed-off or they are yet to have a job plan
published to them. To select a doctor, place a tick against their name — it is possible to select multiple doctors.

Create job plans Current job plans
1. Select users from the department 2. Select desired action
3 names selected.
] All Users Status - Publish last job plan
o Dr 114055, User(S45) Edit last job plan
(] Dr 114078, User(Con) Edit blank job plan
(] Dr 114138, User(SAS) Publish blank job plan (@]
[m] Dr 114475, User(SAS)
(] Dr 114491, User(SAS)
]} Dr 114534, User{Con)
O s 114845, User{sas)
/. PR P—— . e

The available desired actions displayed on the right-hand side of the screen will be tailored to those users selected.

l. Publish last job plan — for those who have a previous job plan that requires only small changes

Version : 5.0
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I. Edit last job plan — enables the publisher to make their own amendments to a copy of the previous job plan

. Edit blank job plan —enables the publisher to make their own amendments to a new blank job plan

V. Publish blank job plan —for those who have no previous job plan or where the post holder’s work has changed
substantially

Note: Choosing to publish a new job plan whilst an existing job plan remains open (i.e. not signed off or locked down) will result in the
loss of that previous job plan

Having selected the desired publishing action, you'll need to specify the initial stage and start date of the new job plan
and whether a notification email is sent to the doctor or health professional. The provisional start date of the new job
plan will default to be a year after the doctor’s health professional’s previous plan if it exists.

Use the edit multiple records button to edit the details for a group of doctors.

Note:
Please untick any doctors that you do not wish to send an email to notifying them of their new job plan.

The previously signed off job plan will be updated to have an end date one day before a selected provisional start date. Edit multiple records
Doctor Existing Job Plan Place Into Provisicnal Start Date Send Email
Dr 54165, User | Discussion v | ‘09 August 2017 | «
Dr 54246, User | Discussion v | ‘14 December 2016 |
Dr 54272, User | Discussion v | ‘01 April 2015 |

Lock down job plans that are in development m

4.2.1 Ability to lock down job plans at publish stage
Managers could lock down multiple job plans at the same time during the process of publishing a new job plan.

Having selected doctors to publish new job plans to and the desired action (e.g. publish last job plan), you will be
presented with the list of doctors and health professionals and the opportunity to adjust the initial job plan stage and
the job plan start date. This screen now presents the additional option of being able to lock down any existing job plans
in development; selecting this option automatically locks all open job plans for the specified users, preventing them
from being overwritten by the new job plan.

Doctor Existing Job Plan Place Into Provisional Start Date @ Send Email
M Akpan, Adil In Draft Draft v (01 April 2017 1] b
Mr Class, Master In Draft Draft v |07 February 2017 i <
Mr Corbett, Andrew In Draft Draft v 01 June 2017 & L4
Mr Earmshaw, Brian In Draft Draft v 01 June 217 B L4
Mr Browne, Jack (SAS) In Draft Draft v o1 Aprit 2017 B v
Mr Bilgin, Zeki In Draft Draft v 01 April 2017 ] v
@ Lock down job plans that are in development  ([JEEEIN
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4.3 Current job plans

The current job plans tab displays all the current job plans for individuals across the selected department; including
the doctors’ or health profesionals’ name, job plan start date, job plan status and available actions. The right hand side
also shows details of the job plan’s sessions total and DCC percentage as well as a link to the associated messages and
alerts. The available actions for each job plan listed on this screen will depend on your user rights as defined by your
organisations nominated project manager.

The job plan start date and status are visible as a column on the current job plans tab.

MHame » Start Date » Status » Action~ PA» DCC» Msg Views

Dr 72978, User (Con) 01 Apr 2016 Discussion {editable) 4,923 BO% - a )'x
Dr 72989, User (Con) 01Apr2017  Discussion (ecitsble) o7 74 B
Dr 72621, User (Con) 01 Aug 2018 Discussion read-only) 697 74 (B 4

Select a doctor’s or health profesionals’ name to view the available actions.

Mame » Start Date » Status » Action~ Sess» DCCr Msg Views

01 Apr 2015 Awaiting 1st sign-off - awaiting  Sign off the job plan Back to discussion 13.514 73%
manager agreement (read-only)

View objectives

Please select... v

Lock down job plan Delete job plan ‘Copy job plan to other doctor(s)

The manage job plan actions are listed below:

I.  View printable job plan — use this to view and print a summary of the job plan.
II.  View Outcomes — use this to view and print a summary of the doctor’s personal Outcomes.
. Request sign off — used to confirm your agreement with the job plan and request that the doctor or the health
professional accepts this plan.
V. Cancel request — use this to cancel a previous request for the doctor to sign off a job plan if further changes to
the plan are required.
V.  Sign off —use this to confirm your agreement with the job plan following the doctor or the health professional
making their request for your approval. The job plan will move to the next lifecycle stage.

VI. Edit job plan — use this to make changes to the doctor’s or the health professionals’ job plan when you are
their first sign off manager and the job plan is in the discussion stage.
VII. Enter mediation — use this to move the job plan into the mediation and appeals stage when a job plan is
disputed by either party.
VIIIL Copy job plan to other doctor(s) or health professional(s) — use this to copy the job plan in its current form to

another doctor in the organisation. When selected, you will be taken to the create job plans tab where you
can specify the user you wish to copy the plan to. You can copy job plans only to users with same role.
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IX. Lock down job plan — use this to freeze the current state of the job plan where sign off is no longer possible. A
new job plan can now be published without overwriting the locked down plan.

It is possible for all levels of manager to see job plans using the wizard view as long as they would otherwise have had
access to the printable version of the job plan. On both the current job plans and job plan library tabs, new printable
job plan (document icon) and wizard view (wand icon) links are shown.

ISess-h DCC» Msg Views

13514 73%  {o B/
1248 5% ey B 2

4.4 Mediation and appeals

1 sign off managers and project managers can enter a job plan into mediation via the enter mediation button to the
bottom left of the blue box against a doctor. Details of the mediation can be documented and saved in this form to
provide an audit trail, including comments from either party, supporting documents and the meeting date.

Job Plan Mediation & Appeals
Note: For further guidance please refer to the help manual or contact your manager
Stage Date This isvthe.j ob plan for [.lr SAS O&G and is currently In ‘Mediation’ stage.
Mediation Details
No records to display.
@pocto
Bringer of Action @Cﬁ:ic;\l Manager
g
Reason | Dispute > [1]
Reason Comments
esting ot mms ®

Once mediation details have been entered and saved it is possible to move the job plan into the appeal stage or back
to discussion. Once in Appeal further information can be added and edited at any time, once the dispute has been
resolved the job plan can be put back into Discussion; whilst in mediation or appeal the job plan cannot be edited.
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4.5 Job plan library

The job plan library contains all the historic job plans for each doctor. The number in square brackets after a doctor’s
name identifies the number of historic plans for that doctor. Select the date of a job plan to view addition detail and
options.

MHame ~ Status » Period » Sess» DCC» Msg Views
Miss Ahmed, Nina (5AS) [2] Locked down (read-only) 01 Apr 2015 --= ongoing 11.864 83%

View objectives

Back to discussion Copy job plan to other doctor(s)

Locked down (read-only) 01 Apr 2014 --> 31 Mar 2015 11.864 83%
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5 Specialty Analysis

The specialty analysis tool is available from the main navigation bar. Specialty analysis allows you to identify your
current or future specialty coverage requirements and compare these against the activities currently provided by the
job plans in that specialty.

5.1 Creating a new specialty analysis plan

To start creating a new plan, select the relevent department from the drop down menu at the top left of the screen
and then click new. In the resulting pop-up window, choose a descriptive name for your new plan and select the
number of weeks you wish for it to cycle over. Click save after making your selections.

Note: Individual departments can have multiple specialty analysis plans saved against them

Specialty Analysis Cardioiogy -
Choose a department to create/view a specialty analysis
Create/edit Report
Choose a specialty analysis: |Tearn Job Plan - |
Please name your specialty analysis
|Spem‘alty Analysis |
J = ‘ | Weck 2 | | Wy Crele weeks Add dditional ke h tel
an additional week each quarter
|01 week  [][7] tony apmiicani co a four sweek cycte) _ activity
Monday Tuesday Cancel Save Friday Saturday Sunday
2hr Om Lead clinician
4hr Om Directorate Mesting

Having saved your new plan, the weekly timetable grid will dispay with a tab for each of the weeks in your cycle. The
timbetable grid enables to you enter the required activities for each day of the week. Activities can either be directly
entered onto the grid, or by using the add activity window just above the day columns.

As with the routine work section of individual job plans, the activity grid is able to support three types of activity.

I. Activities with no specified day — these are flexible activities that need to occur at some point in the week but
can be fitted around other commitments as necessary. Add these activities directly to the grid by hovering the
mouse pointer over the 1% row of the grid below the days of the week and select add activity with no specified
day.

Il.  Activities with duration only — these are activities that occur on a specified day but have flexibility about when
they can be delivered. You will be required to specify then length of the activity in hours. Add these activities
directly to the grid by hovering the mouse pointer over the 2" row of the grid below the days of the week and
select add duration activity.

lll.  Timetabled activities —these are activities that occur on a specified day and at a specified time with no flexibility
on when they can be delivered. You will be required to specify the day and start and finish time for each of
these activities. Add these activities directly to the grid by hovering the mouse pointer over the 3™ row of the
grid below the days of the week and select add timetabled activity.
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Selecting the option that you require displays the add activity panel which will default to the relevant settings. From

here you will need to choose the day (if required), as well as the activity details.

Note: Available activities are defined in the department settings for the DCC category and at organisation level for all other categories

Choose a specialty analysis: | cargiglogy revised - |
S
CLOSE
Day: Manday - | Please choose: Time @ Duration () Activity display name : | Catheter Lab Day Session
Category *: | Direct Clinical Care - Start time: I Room/theatsr labsl
sty o e | Meores 90T o
ALF]
[ weekt || weekz ][ week3 ][ Weekd
Maonday Tuesdaw Wed d Thursdaw Fridaw Saturday Sunday

Depending on the type of activity you can then specify either start and end times (for timetabled activities) or duration
(for no specified day and duration activities). There is also a chance to amend the display name of the activity (you may

wish to abbreviate the name for display purposes) and to enter details of the room or theatre location if applicable.

Select add to save your activity details and display it on the grid. No specified day activities will span across the entire

week, whilst those with by duration or time will show on their relevant days.

Monday Tuesday Wednesday Thursday Friday Saturday

Add activity

Sunday

Hover your mouse pointer over the activity to show the activity detail and the option to delete that activity.

5.2 Specialty analysis reporting

To start comparing your plan with the job plans in your selected department, click the report tab within the specialty

analysis screen.

Select the plan you with to analyse by using the choose specialty analysis drop down menu.
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Create/edit Report

Choose a specialty analysis - Job plan status Discussion

Choose a category | Team Job Plan 1st sign-off
- . Firs

Choose a start date GLILEEE0 (D S\gnad off

Specialty Analysis . —— - i
Choose an end date Location King Wiliam Hospital

Cardiclogy revised New City Haspital
Consultant type: Consultant Real Community Hospital
SAS
University of Dundee MS

Thatcham Hospital
e

You can choose to look at all categories, as well as having the option to specific a particular category such as DCC. The
start and end date selectors enable you to specify the length of time you wish to report on; this will have an impact on
the number of activities shown in the report. Choose the status of the job plans you wish to include in the report and
define the locations if necessary. Click update to run the report based on your selections.

The resultant report will display below the filter options. The following columns are described below:

Activities — a list of all activities based on the categories selected in the filter

From specialty requirements — the number of each activity as defined in the specialty plan and the total hours
this equates to in brackets

From job plan —the number of each activity as defined in the job plans for this department and the total hours
this equates to in brackets

% of job plan to specialty requirements — comparison of the planned activity versus the delivered job plan
activity expressed as a percentage (under-delivery will result in a figure below 100%, whilst over-delivery will
result in a figure above 100%)

To find a breakdown of the activity information for each individual activity by doctor select the figure in the ‘from job
plan column’. The resulting pop-up window shows all the doctors undertaking this activity and their contribution, as
well as the equity percentage split between each of them.

1st sign-off
oot e From job plan % of all job pl = :
me (number of activities (hours)} = e 2nd sign-off
Ch
oose a Signed off
Choose a8 Dr Harry, Leah 10 0.04%
o] Wimbledon Hospital
onsultany] Dr Lemond, Gr 14 (5] 8.33%
P J Wimtiedon Vilage Hospital
Dr Milar, Roger 927} 3.49%
Dr O&G, SAS 40 (3z0) 41.32% From job plan
Activities {number o“;]:nmL (hours)) % of job plan to capacity plan
Dr Skywalker, Anakin 9 [#1) 5.24%
Admin - OtH 2 95 (235) nfa
— ronx

Export the report data into CSV format by selecting export to CSV at the foot of the page.
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6 Reports

Reports are available to all managers at either organisation or departmental level depending on the role of that
manager. To view the report options, select reports from the main system navigation at the top of the screen. The
available reports are listed in vertical tabs to the left of the screen.

e-JobPlan e-Leave e-Appraisal e-360 @ help

Dachboard Manage Job Plans Specialty Analysic Reports Departmental Settings Trust Settings User Maintenance My Job Plan Support

Reports (Job plan & department reporting page)

Generate Reports for your trust departments

b2 Progress report Exceptions ®
/ Report type: | PA Report E|

E Exception N Level: | Cardiclogy E|

Stages: Discussion
s Compare activities 15t sign off

Signed off

Role:

[ ramnara cataanrias o |Ml El

6.1 Filtering reports by date

With the exception of the progress and annualised reports, all other reports allow the manager to filter the contents
by a single date. The single picker enables managers to filter the report by job plans that spanned that point in time.
By way of illustration, the two following diagrams show five doctors, each with differing start and end dates to their
job plans and each with job plans at different stages. Those job plans highlighted in red indicate those that will be
shown in the reports by selecting either of the example dates.

01/04/2012
2012 2013
Dr Andrew Plum IP 1 (signed off) JP 3 (draft)
Dr John Smith |
Dr Annette Curtain 1P 1 (signed off) 1P 3 (discussion)
Dr Terry Orange No JP
Dr Julia Green NP JP JP 1 (Discussion - locked down)
W
01/04/2013
2012 2013
Dr Andrew Plum IP 1 (signed off) JP 3 (draft)
Dr John Smith
Dr Annette Curtain JP 1 (signed off) 1P 3 (discussion)
Dr Terry Orange No JP |
Dr Julia Green NP JP JP 1 (Discussion - locked down) i
Y
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Job plans used in the report will include all of the latest activities in the plan, irrespective of the date that those activities
where added. Doctors with either no job plan or a draft plan only will not appear on the report.

6.2 Other report filters

In addition to the date picker discussed in the previous section, all reports (with the exception of the progress report)
allow data to be filtered by a common set of criteria.

l. Level - allows for the selection of an individual department or directorate. Select the organisation name at the
root of the structure to generate data for all users. Level selection is based on the role of the manager,

Il.  Stages — enables the inclusion of job plans at either the discussion, 1% sign-off or signed off stages of the life
cycle. Note that none of the reports allow the inclusion of data from job plans in draft.

. Role — filters the clinical users by those with either regular consultant positions or those with a SAS role.

V. Employer — filters the activities used in the report by either those for the employing organisation or those for
an alternate employer.

V. Full/part time - reflects the appointment type of the doctor as specified in their job plan

VI. Planned/TCA/ATC — enables the filtering of these activity categories; Planned, Additional Programmed Activity
or Additional to Contract.

VII. Measure — enables the report values to be displayed in either an hourly or session measure.
VIII. Time - allows the filtering of activities that take place during either normal or premium time, or both.

IX.  Activity Type - allows the filtering of timetabled or non-timetabled activities or both. Timetabled activities are
those with fixed start and end times, whilst non-timetabled are those that are flexible and only have a set
duration.

X.  Show names — enables the creation of anonymous reports if necessary

Managers can choose whether to show the chosen filters at the top of each report by select the tick box below the
filters marked include filters in the report.

6.3 Exporting reports

With the exception of the exception and export to excel reports, all report views contain a common report control bar
at the top of the screen.

The report control bar enables users to navigate through multiple report pages by using the left and right navigation
arrows to the left of the bar. The control bar also contains the export icon that enables manages to push data into a
variety of formats.

—
4 4t Jof2 b bl 4 Find | Next (L -] @&
| XML file with report data
Compare Activities €5V (comma delimited)
The information contained within this report was last upq PDF 09.
MHTML (web archive)
Date: 28 Mov 2013 Measure: ategory: Direct Clinical Care
Excel
Level: Cardiology Value: ctivity: Al
) TIFF file )
Role: Al Time: tages: Discussion
Employer: Al Activity type: e 1_“ sign off
Signed off
Full/part time: Al Show Names: Yes
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Select the blue floppy disk export icon (shown above) to display file type options. Your internet browser will usually
prompt you to either open or save a copy of the report in that format.

6.4 Report types

The various available reports are described below:

VI.

VII.

VIII.

Progress report — this day-to-day management report allows managers to stay aware of the progress each
doctor’s job plan makes through the job plan lifecycle. The report highlights recent activity against each job
plan, and enables the manager to identify any organisational bottlenecks in the sign-off process.

Exceptions — this report is split into two report types, session report and Old Contract report (some
organisations may also have customised reports saved here too). The commonly used session report allows
managers to identify job plans which exceed a defined session value — for example job plans whose total
session values exceed 10. Exception reports always display below the report filters on this screen rather than
a separate report window.

Compare activities — enables managers to compare individual activities within a single category (i.e. DCC or
SPA). The resultant report lists all those doctors whose job plans contain the selected activities and the hours
or session value for each.

Compare categories — enables managers to compare whole activity categories. For example, some managers
may wish to compare the split of sessions between total DCC and total SPA activities. The resultant report lists
all those doctors whose job plans contain activities within the selected categories and the hours or session
value for each.

Compare locations — enables managers to compare the work done at each location filtered by activity category.
On-call reports— Two On-call reports are available: On-call summary and the On-call rota detail report. On-call
summary lists the on-call commitments for each doctor as reflected in the job plan’s on-call step. For each
doctor, the report lists their on-call frequency (split by weekday and weekend), availability supplement and
call out category along with the associated session values. The On-call rota detail report groups detailed
information by individual rota name, thus allowing managers to easily compare all doctors from a single rota.
The report filters enable managers to select from any number of the available rota names — note that there is
no departmental filter for this report.

Annualised — enables managers to generate data on the number of delivered activities over a quarterly or
yearly period. Note that the report displays the data by the number of delivered activities rather than by a
session or time based measure. Differences in the way job plan activity can be entered into the job plan can
sometimes result in variances between each doctor.

Outcomes — lists by doctor those activities that have and haven’t been linked to a job plan personal objective.
Export to Excel — enables managers to dump all job plan summary data by activity into a single Excel sheet that
can then be manually edited and filtered.
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7 Departmental settings

Departmental Settings is the area within which all localised settings are determined for each job planning department.
Although this area is accessible to view by all managers for their relevant departments, only those with a project
manager role are able to make amendments.

Department settings are split into five areas that appear as tabs across the screen: general settings, service Outcomes,
direct clinical care, sign off and changes report.

Changes to either departmental or Board settings will require a free text explanation that is saved in a changes report
providing managers with an audit trail. Make any relevant notes and click save.

Reason for change

Please explain why you are making these change(s) and then click save and continue.
To reflect the changes in the Departments’ sign off managers

Note: Ensure the correct department has been chosen from the drop down menu — if you have selected an area higher than
department level then no information will appear

7.1 General settings

Targets for completion of job plans

It is possible to set targets for both managers and doctors in relation to the completion of job plans. Select yes to
display the email reminder options for each sign-off level.

For each role (doctors, 1% level sign-off managers and 2™ level sign-off managers) you are able to specify either a fixed
date or a set number of weeks after the job plan has been published for automated email reminders to be sent.

Set targets for completion of job plans

‘Would you like to set targets for the completion of these job plans? @ Yes ) No

Please indicate whom e-mail reminders should be sent to, then set
the milestone completion date in weeks after the job plan has been
published or target dates.

Enter as O weeks or @ dates

Doctors who have yet to request 1st sign off 29 Feb 2012

Managers who have yet to agree 1st sign-off for their doctors’ job plans 31 Mar 2012

Managers who have yet to agree 2nd sign-off for their doctors’ job plans 30 Apr2012
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You are also able to choose when email reminders are sent in relation to the sign-off milestones you have now set and
before, on and after intervals.

When should a reminder e-mail be sent? ‘7 days - |thDrE the relevant milestone is reached.
‘Wmmemate(y - |upun the relevant milestone being reached.

‘ 3 days - |after the relevant milestone is reached.

Sign-off managers

The sign-off managers section allows the manager to select the default sign-off manager name for each sign-off level.
The available names listed are for those users that have a manager role for this specific department.

Sign off managers

Default 1st sign-off person:  Miss Manager, Project i - |

Default Znd sign-off person: Dr Manager, Clinical IZI

Note: The default sign-off managers apply to newly added doctors. Changes to the default sign-off managers do not result in a change
to existing doctors who already have nominated sign-off managers. Use the ‘Sign off’ tab within department settings to control
individual doctor sign-off managers.

Note: Changes to e-JobPlan user roles must be completed by Allocate Software’s HealthMedics Support Team.

Annual review date reminders

Setting an annual review date will generate an automated email for each doctor reminding them to review their job
planin time for the next round of job planning. Annual review dates can be either defined as a specific date or between
3 and 11 months after the start date of each job plan. Use the manager dashboard (described earlier in this guide) to
report on annual review dates.

Annual review date reminders

Send an annual review reminder: Enter as @ months © or specific date

10 months x| after the start date of each Job Plan

Department locations

The organisation’s available locations are entered in the Board settings area. Place a tick against those locations that
are applicable to this department to avoid unnecessary locations being used by doctors or health professionals when
completing their job plans.
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7.2 Service outcomes

Department locations

Please tick all locations that doctors in this department work at:

Select All

Ashbourne Hospital

Central London Hospital
Hinchingbrooke Hospital

Home
Putney Hospital

Wimbledon Hospital - currently in use
Wimbledon Village Hospital - currently in use

The service outcomes tab allows managers to create and edit outcomes applicable to doctors and health professionals
in this department only. In addition, you can click to view the Board level outcomes to ensure that there is alignment
throughout the organisation.

New outcomes are defined by create outcome button. Enter both an objective title and full description.

Edit outcome title:

Board outcome to link to:

Edit outcome content:

characters remaining 80

characters remaining 7000

|.Mone available hd |

Linkable programmed activities:
Clinical Men-Clinical

Set outcomes for:
Consultants SAS
Nurse AHP
[#] Pharmacist

The additional options on the right hand side allow for any of the current Board outcomes to be linked to the new
service objective. You may also wish to limit use of the objective to either clinical or non-clinical activities as well as
consultants, SAS doctors, AHPs, nurses or pharmacists. Once all the details have been entered, select save to create

the objective.

Board outcome to link to:

|None available

M |

Linkable programmed activities:
Mon-Clinical

Clinical

Set outcomes for:
[#] Consultants SAS

Hurse AHP
Pharmacist
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7.3 Direct clinical care

Direct clinical care (DCC) activity language is set at individual department level and is only available for use by doctors
and health professionals in that department.

DCC activities are split into 9 fixed activity groupings including clinical diagnostic work, ward rounds etc. The fixed
activity groupings enable the organisation to compile benchmark reporting regardless of the specific activity names.

When adding new activities you may either choose a default from the available list or select CREATE CUSTOM ACTIVITY
from the drop down menu underneath each activity grouping, then click add.

Administrative work directly related to clinical care
Please select an activity from the list or choose "CREATE CUSTOM ACTIVITY' to name your own.

Please select an activity... v m [ TCA

Pleaze select an activity. ..
Admin other (please specify)
GP communication

Patient related admin [reports, results etc)
Patient/relative communication

To create your own activity enter the name in the yellow box and if you would like to limit its use to core activities only
then you can deselect the TCA (Temporary Contracted Additional sessions) option on the right. Once you have entered
the details, select the green tick to add the new activity.

DCC Activity Window

v ‘
X [audits]

XK/ Admin ather (please specify)

Once activities have been added they can either be deleted or edited using the options available on the left.

DCC Activity Wind

@dmin other (please s

X L sudis

K , Patient related admin

Note: If activities are amended then the relevant changes will transfer into live job plans, however, activities cannot be deleted if they
are being used in live job plans. Unwanted activities can only be deleted if all job plans in that department using the activity have been
locked or signed-off. Deleted activities will continue to appear in Board reporting if they apply to the date period selected in the report
filters.
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7.3.1 Ability to export all activity language

It is possible for managers to export all activity language into a single CSV file. This is particularly useful when needing
to review language between job planning rounds. All language pages (at both Board and department level) now contain
a ‘Download Language’ button. The resulting CSV file always displays all clinical and non-clinical language for the whole
Board, regardless of which screen it is downloaded from.

Download Language button on all clinical and non-clinical language screens

Ward rounds

Please select an activity from the list or choose "CREATE CUSTOM ACTIVITY' to name your own.

| Please select an activity... v | BT Ccons Osas Cap O hurse [ Pharm TCA

DCC Activity Window Cons  SAS  AHP  Nurse Pharm TCA

X / WR - Consultant of the Week | Ll Ll
K #  WR-Other (please specify) v "] "
X 7/ WR-PostTake r "] "]
X 7/  VvR-Post-0p 7 & -
X 7/ wR-peop e "] v
K 7/ wR-Routine @ & g
X /  WR-wardReferral e " v

7.3.2 Ability to the visibility of the activity language

With the introduction of the new roles, changes have been made in the Direct Clinical Care section in Depratment
settings, providing managers better control of the visibility of clinical language for each of the clinical roles. Visibility
checkboxes are added to the activities which can be set for each role so the users with certain roles can see only the
activities that are checked against their roles. On the figure below the visibility checkboxes for the DCC activities are
shown.

Departmental Sett'ings Diabetes & Endocrinology - BGH -

General settings Service outcomes Direct clinical care Sign off Changes report

Administrative work directly related to clinical care
Please select an activity from the list or choose ‘CREATE CUSTOM ACTIVITY' to name your own.

| Please select an activity... v ‘ BT cons Osis AP [ Murse [ Pharm @ TcA
DCC Activity Window Cons SAS  AMP  MNurse Pharm TCA
#K /  admin - Patient admin @ i ]

Clinical diagnostic work
Please select an activity from the list or choose ‘CREATE CUSTOM ACTIVITY' to name your own.

| Please select an activity... v EEZE Ccos Osss Oap Otuse OPrarm Tca
DCC Activity Window Cons  SAS  AHP  MNurse Pharm TCA
X /  cow- iopsies @ g j
XK /4 cow-Bronchoseopy < r "
K 7/ cow-cyobiopsies F v v
X /  cOw- Echocardiography ] 7 =
K /  cow-Endobronchial Ultrasound < 7 @
K /'  cOW- Other (please specify) @ i rJ
K 7/ cow-radiology F v v
X 7/ cow-Reporting 7 v &
X 7/ cow- Tharsacosopy @ g "]
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7.4 Sign-off

Each doctor within a department can have their sign off managers amended individually via the sign off tab. Select edit
to make and changes, and then click save when finished. Newly added doctors or health professionals will retain the
department default sign-offs until amended on this screen.

General settings

Name

Service outcomes

Role

Direct clinical care

1st Sign Off

Sign off

Changes report

2nd Sign Off

Dr 114028, User

SAS Doctor

Mr 114188, User {Inactive)

Mr 114188, User {Inactive)

7.4.1 Sign-off level report

To aide managers in ensuring that sign-off manager names are kept up to date across the organisation, a new sign-off
level report is available from the sign-off tab within department settings. The sign-off level report exports all sign-off

across the Board in to a single Excel sheet, listing the name of every sign-off manager for every doctor or health

professional.

The report can be downloaded from the sign-off tab of any department, by selecting the button labelled download
sign-off levels at the foot of the screen.

Departmental Settings

Hote: This page shows who should sign off the job plans for each consultant.

General settings

Name

Service outcomes

Rale

Direct clinical care

1st Sign Off

Sign off

Adult Mental Health

Changes report

2nd Sign Off

Dr 114055, User
Dr 114078, User
Dr 114138, User
Dr 114239, User
Dr 114248, User
Dr 114462, User
Dr 114475, User
Dr 114491, User
Dr 114534, User
Mrs 114645, User
Dr 114737, User
Dr 114826, User
Dr 114347, User
Dr 114983, User
Dr 114991, User
Dr 115012, User
Dr 115180, User
Dr 115233, User

Dr 115248, User

S5AS Doctor

Consultant

SAS Doctor

Consultant

SAS Doctor

5AS Doctor

SAS Doctor

SAS Doctor

Consultant

SAS Doctor

Consultant

Consultant

SAS Doctor

Consultant

Consultant

SAS Doctor

5AS Doctor

SAS Doctor

Consultant

Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
#r 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
#r 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
#r 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
#r 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)

Mr 114188, User (Inactive)

Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User {Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)
Mr 114188, User {Inactive)
Mr 114188, User (Inactive)
Mr 114188, User (Inactive)

Mr 114188, User (Inactive)

Download Sign-off Levels
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7.5 Changes report

The changes report keeps an audit trail of all changes made within the departmental settings. The report contains the
details of those who made the changes, when they were made and the reason if given.

General settings

Service objectives

Settings changes for: Respiratory

Departmental Setting »

Date of change «

Direct dinical care

Who made the changes? »

Sign off

Change from »

Changes report

Changed to »

Reason for change »

Cirect Clinical Care -
Unpredictable Emergency Work -
Unpredictable Emergency Work -
APA

Cirect Clinical Care - 5AS Doctor
Shift Work - Shift On Junior
Doctor Rota - APA

Direct Clinical Care - Predictable
Emergency Work - Predictable
Emergency Work - APA

Direct Clinical Care -
Unpredictable Emergency Work

Direct Clinical Care - Predictable
Emergency Work

Direct Clinical Care - 5A5 Doctor
Shift Work

Direct Clinical Care - Ward rounds
- Standard ward round - APA

15 Jan 2013 10:5%

15 Jan 2013 10:59

15 Jan 2013 10:59

30 Jul 2012 17:31

30 Jul 2012 17:31

30 Jul 2012 17:18

18 Jul 2012 15:26

System

System

System

System

System

System

System

No

No

[Added]

[Added]

[Added]

No

Yes

Yes

Unpredictable
Emergency Work

Predictable
Emergency Work

Shift On Junior
Doctor Rota

Yes

Number of sign off levels changed.

Number of sign off levels changed.

Number of sign off levels changed.

Number of sign off levels changed.

Number of sign off levels changed.

Number of sign off levels changed.

Number of sign off levels changed.
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8 Board Settings

The Board settings follow much the same format as departmental settings, except these are applicable across the
entire organisation. Although this area is accessible to view by all managers, only those with a project manager role
are able to make amendments.

Department settings are split into six areas that appear as tabs across the screen: general settings, outcomes, non-
clinical activities, locations, status reports and changes report.

Changes to either departmental or Board settings will require a free text explanation that is saved in a changes report
providing managers with an audit trail. Make any relevant notes and click save.

Reason for change

Please explain why you are making these change(s) and then click save and continue.
To reflect the changes in the Departments’ sign off managers

8.1 General settings

General Settings

Allow “test users” to be included in reports and summary data —enables the project manager to choose whether
these dummy accounts (as set under user maintenance) appear in reports and summary data. Data entered
against a test user is usually for testing or planning purposes only, and it is most common to want to exclude
this from reports.

ii.  Stages a job plan can be published into — allows the project manager to define whether new job plans can be
published into either the draft or discussion stage or both. Some organisations may choose not to use the draft
stage in order to speed up the job planning process.

iii.  Maximum number of days a job plan can stay in draft stage — enables the project manager to set a time limit
for job plans in the draft stage if used (see above). When a number of days is specified, job plans will
automatically move into the discussion stage without requiring input from the doctor or their first sign-off
manager.

iv.  Number of sign off levels — enables the project manager to set how many sign-offs are required for each job
plan (from 1-3). Note that it is not currently possible to reduce the number of sign-off levels.

v.  Who will be responsible for publishing job plans to doctors? — allows the project manager to nominate who can
publish new job plans (either the project manager themselves or the first sign off manager for each doctor).
The screen will list all those with publishing rights underneath the drop down menu depending on which option
has been selected.
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Format of Job Plans

Vi.

Vii.

viii.

Include in doctor’s and health professional’s job plan — allows project managers to choose whether the
outcomes and resources steps are available within doctor’s job plans.

What should doctors be able to categorise themselves as? - enables doctors to identify themselves by the
following classifications: Clinical academic, Honorary doctor, Locum doctor, Military doctor. Identification
occurs within the first wizard step of the job plan, and Boards can choose which options to present for
selection.

Who should have access to the activities calendar? — allows project managers to choose who can access the
activities calendar from the job planning dashboard. All users enables both doctor and manager users access
to the calendar, whilst managers will only display the calendar for those with any manager role.

Should the doctors and health professionals be able to change the start date of their job plans? — enables control
of the job plan start dates to be passed to doctors themselves. Start dates can still be set when a new job plan
is published.

Would you like doctors to enter Additional Programmed Activities? — enables the project manager to turn on or
off this option when doctors are entering activities into their routine work section.

Would you like to allow doctors to enter Additional to Contract activities? — enables the project manager to turn
on or off this option when doctors are entering activities into their routine work section.

Activities to include pre-determined travel time? — enables the project manager to define set travel time
allowances for each activity in order to introduce consistency throughout all job plans. Travel time can be
added under the locations settings tab.

Which on-call input method would you like doctors to use? — there are two input methods for On-call work. The
Hours input method enables doctors to enter their predictable and unpredictable on-call work in hours, with
system calculating the appropriate sessions and availability supplement. The Sessions input method enables
doctors to enter pre-agreed session values for both predictable and unpredictable on-call work.

Show sessions values for doctors working the old contract? — If no is selected, all session values will be hidden
from those doctors who have indicated that they work the old contract. This setting can be reversed at any
time.

Would you like to enable hot activities? — enables hot activities for both clinical and non-clinical activities.
Department managers will be able to choose whether they utilise the hot activity functionality for their job
plans. To use the functionality managers will need to enable their department setting. For more details see
chapter “Implementing the hot activity functionality”.

Note: Once travel time or directly entered on-call sessions have been entered into job plans, these options cannot be turned off.

Board session Calculations

How many weeks a year are doctors and health professionals available for work? — allows the project manager
to determine the average number of weeks and days in attendance for all doctors and health professionals
throughout the organisation. This option forms the basis of the prospective cover calculation for on-call
working as controlled by the next setting. Managers can override this value for individual job plans in the first
wizard step of the job plan during the publish or discussion stage.

Do you want to use weeks in attendance in the on-call calculation? — enables the project manager to determine
whether on-call work is prospectively covered on the basis of doctor’s weeks in attendance as set above.
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iii. Do you want to use weeks in attendance in the annualised activity calculation? —enables the project manager
to determine whether annualised activities are prospectively covered on the basis of doctor’s weeks in
attendance as set above.

Set controls for Session values & limits

For each activity category, it is possible for the organisation to set session limits across all doctors when entering
activities into their job plans. For example, some organisations may wish to apply a 10 sessions limit to all job plans and
not allow this to be exceeded as per their own policies.

Use the left-hand navigation to select an activity category. For each category you can choose to set session controls
for anytime (both normal time and premium time) or for normal or premium time specifically. For each option, you
can select the following limitations:

l. Unlimited session value - allows an unlimited number of sessions to be entered for that category and time
I. No session value - any activity within that category and time will acquire a session value of zero (often used for
fee paying services and private professional services)
. Maxsession limit - sets a maximum limit for activities within that category and time.

Set controls for session values & limits
Select a category and choose the session settings for it

Job Plan Total
Combined SPA, ANR & ED

Direct Clinical Care

. . e Session controls
Supporting Professional Activities
@) Unlimited session value
Additional NHS Responsibilities - = | Mo session value
session contro B
External Duties @) Max session it

L

Fee Paying Services

Private Professional Services
Medical School

on-Call

A further tickbox control under these settings enables the project manager to determine whether a doctor is able to
exceed the allowances set (by placing a tick) or whether these allowances are fixed and cannot be exceeded (unticked).
The following warning messages will be displayed within the job plans if a doctor exceeds the allowance:

I 4. Maximum Session limit breach © Maximum Session limit breach

If you click continue and add this activity your job plan You cannot add this activity to your job plan as the
will breach the following session limit set by the trust.

Combined SPA, ANR & ED sessions will be 3.12 which
will be 1.12 sessions higher than the limit of 2.00.

Sessions limits for on-call work

To specify session limits for on-call work, navigate to Board Settings and scroll down to the section entitled set controls
for session values & limits. Select on-call from the category list and then choose an option for either any time or
normal/premium time. If a limit is chosen, you can also decide whether or not to allow doctors to exceed this.
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Set controls for session values & limits
Select a category and choose the session settings for it

Job Plan Total
Combined SPA, ANR & ED

Direct Clinical Care

. . L Session controls
Supporting Professional Activities
() Unlimited session value

Additional NHS Responsibilities () Mo session value
Set session controls - o
External Duties (® Max session limit

. i Allow doctars to exceed the Max sszsion limit? ||
Fee Paying Services

Private Professional Services
Medical School
On-Call

Session limits are checked for each time a new rota is added to the on-call wizard step.

I . ey
© Maximum Session limit breach

You cannot add this

rollowing session limi

al

Cancel

Note: Job plans that are already in breach of any limits before they are set will not change, however it will not be possible to add
further activities that exceed the limit any further.

Board Policy

The organisation may wish to upload its own guidance documentation and make this available to all job planning users.
Click choose file to locate the document on your local or network drives and use the accompanying dialogue box to
open the document. The document will display on the job planning dashboard for all users.

Note: Only a single job planning guidance document can be added. You may wish to combine multiple documents into a single PDF
file.

8.2 Outcomes

The outcomes tab (where enabled in the format of job plans section of the general settings) enables the organisation
to input its own strategic outcomes in order that there can be alignment through the service and personal outcomes
set by managers and doctors.

New outcomes are defined by create objective button. Enter both an objective title and full description.
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General settings Objectives Mon-clinical activities Locations Status reports Changes report

Trust Objectives

Trust objectives are strategic goals from the Trust to guide the departments to develop service objectives over the coming year. The objectives should be developed
based on the Trust’s guiding principles, values and priorities.

eate objective

Edit objective title: 0

characters remaining 80
Edit objective content:

characters remaining 7000

Save Cancel

8.3 Non-Clinical Activities

The non-clinical activities tab holds all of the activities that do not fall under the category of direct clinical care, thus
making them available for use in all job plans across the organisation. Non-clinical activities are subdivided into fixed
contractual categories (e.g. supporting professional activities) and further divided into activity groupings for easier
benchmarking later on. Select the view link against a category to view the activities.

To add, edit or remove activities click the edit button against the desired category. New activities can be added by
typing a new activity name into bottom of the list for that particular grouping. For each newly added activity, select
whether this can be used in the timetabled and non-timetabled sections of routine work, and whether doctors can also
select this as an TCA (Temporary Contracted Additional sessions). Click save changes when complete.

Existing activities can be edited by typing over their existing name (this new name will be used in all new and existing
job plans). The timetabled and non-timetabled controls cannot be amended for activities that have already been
utilised by doctors.

To remove an existing activity, click delete.

Note: If activities are amended then the relevant changes will transfer into live job plans, however, activities cannot be deleted if they
are being used in live job plans. Unwanted activities can only be deleted if all job plans in that department using the activity have been
locked or signed-off. Deleted activities will continue to appear in Board reporting if they apply to the date period selected in the report
filters.

With the introduction of the new roles, changes have been made in the Board settings sections to enable managers to
control the visibility of the non-clinical language for each of the clinical roles. On the Non-clinical tab, Visibility
checkboxes are added to the activities which can be set for each role so the users with certain roles can see only the
activities that are checked against their roles. The figure below shows the visibility checkboxes for the Supporting
Professional Activities.
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General settings Qutcomes Non-clinical activities Locations On-call rotas Status reports Changes report

Supporting Professional Activities Edit
Appraisal Display in Cons SAS AHP HNurse Pharm Hot TCA

F
Appraisal Lead Role (0.75 SPA pw incorporating Timetable rd rd i

appraiser role - minimum 8 appraisals per year) |, Hon-Ti ble

L4
Appraiser Role (0.5 SPA pw - minimum 10 Timetable 7 7 7

appraisals per year) #| Non-Timetable

8.4 Locations

The locations tab holds the names of all hospital, clinical and administrative sites throughout the organisation where
doctors may perform their activities. The list can be further refined by each department within the department
settings. In addition, the locations tab also holds the travel time settings when switched on within the organisations
general settings.

Locations

Click edit/add locations to edit a name or add a completely new location.

|Uni‘\rer’s1't}r of Dundee MS ‘This location cannot be deleted because it is in use.
|W’anord Hospital ‘This location cannot be deleted because it is in use.
|Richmand Hil |

Save

A notification will show against locations which are already in use; these cannot be deleted. To add a new location,
enter the name at the bottom of the existing list in the create new location box and click save.

Location Travel Times

If specified in the organisation’s general settings, the location travel times section will display below the location list.
The Location travel times section enables the project manager to specify the travel time (in minutes) between any two
locations listed above. It is not mandatory to set travel time between all locations.

To add a new travel time you must determine the start and end locations, then enter the travel time (in 15 minute
intervals) for a one-way journey. Once these details are entered click save.

[Rochester Gity Hospital | TorFrom  King William Hospital | Travel Time: |15 [ et |
[Seeview Community Hospital | TorFrom  [Cloverfield | Travet Time: 15
[Thatcham Hospital | TosFrom  [New Gity Hospital | Travel Time: 15 El
[ Richmend Hil To/From | King Wiliam Hospital [=] Travet Time: Save

Travel times which have been determined and are already in use will be displayed with their delete and edit options
greyed out - these cannot be amended.
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8.5 On-call Rotas

In order to take the most advantage from the new on-call functionality, it is important that organisations define all of
the consultant/SAS on-call rotas that take place. On-call rotas in e-JobPlan are created at the root of the organisation
and are not department specific, allowing for the fact that doctors will often work rotas that span multiple departments
or specialties.

8.5.1 Creating new on-call rotas

On-call rotas can be created and edited by project managers only at Board Settings > On-call rotas; click edit/add rotas
to enter the edit mode. At the foot of the rota list will appear a new template rota labelled ‘create new rota’; replace
this text with the required rota name and choose whether weekday on-call work covers Monday — Thursday or Monday
— Friday. When you have made your changes click add rota and then save the screen, stating a reason for change if
required. Newly added on-call rotas are available to all doctors immediately.

View & Edit Trust Settings
General settings Objectives Non-clinical activities Locations On-call rotas Status reports Changes rep
On-call Rotas
On-call Rota Weekday on-calls cover: @ Mon - Thurs ) Mon - Fri
Another rota Weekday on-calls cover: () Mon - Thurs @ Mon - Fri
Simon's new rota Weekday on-calls cover: Mon - Thurs @ Mon - Fri
Surgery/T&O rota Weekday on-calls cover: Mon - Thurs ® Mon - Fri m
Medicine rota Weekday on-calls cover: Mon - Thurs ® Mon - Fri m
Create New Rota Weekday on-calls cover: Mon - Thurs ® Mon - Fri

Note: Try to adopt a standard naming convention for rotas that will be easy for doctors to identify when they select the name from
the rota list in their job plan.

Note: Existing on-call work (added before e-JobPlan v5.9) will automatically map to the default rota name ‘On-call Rota’; this will use
the weekday setting that was defined by the Board previously.

8.5.2 Weekday on-calls setting

The organisation can specify the length of the normal working week by determining whether a Friday will count as a
midweek or a weekend day, thus defining whether there are 260 or 208 midweek days in a 52 week period. If Fridays
are counted as part of the weekend, doctors will be asked to specify how much of their weekend work occurs in normal
time. This setting was previously listed under the general settings tab but is now available to be selected for each
individual rota.

8.5.3 Editing on-call rotas

On-call rotas can be added or edited at any time from the on-call rotas tab by clicking the edit/add rotas button at the
top of the screen. Any changes will appear immediately in job plans.
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Note: If the weekday length setting is changed against an existing on-call rota, all active job plans that are not locked down or signed-
off will be recalculated and moved back into the discussion stage. This process may take several minutes to complete.

8.5.4 Deactivating/reactivating on-call rotas

On-call rotas can be deactivated at any time to prevent them from being used in any new job plans. Deactivated rotas
continue to be listed on the on-call rotas page but are not available to be selected by doctors for any new on-call work.
Rotas that have previously been added by doctors but are no longer active will continue to display and be editable
within those job plans.

Deactivate existing on-call rotas by clicking the edit/add rotas button at the top of the on-call rotas tab and then click
deactivate against the rota name. Inactive rotas continue to appear in the rota list but will be non-editable. Inactive
rotas can be made active again at any time by clicking activate against the rota name.

View & Edit Trust Settings

General settings Objectives Non-clinical activities Locations On-call rotas Status reports Changes report

On-call Rotas

On-call Rota Weekday on-calls cover: (@ Mon - Thurs () Mon - Fri
Another rota Weekday on-calls cover: () Mon - Thurs @® Mon - Fri
‘Simon‘s new rota Weekday on-calls cover: () Mon - Thurs @® Mon - Fri
‘Medicine rota Weekday on-calls cover: () Mon - Thurs @® Mon - Fri
‘Surgery/T&O rota Weekday on-calls cover: Mon - Thurs @ Mon - Fri A\ Inactive Activate
Create New Rota Weekday on-calls cover: () Mon - Thurs ® Mon - Fri Add rota

8.5.5 Controlling the on-call entry method

The hour and session input methods can be controlled using a new Board setting in the format of job plans section;
this setting replaces a previous setting enabling the control of the direct on-call method. The methods can be changed
at any point, however work previously entered into a now disabled method can still be modified using that method.

Which on-call input method would you like doctors to use? () Hours input only ) Session input only ® Both

8.5.6 Calculating the on-call availability supplement

In the case where multiple on-call rotas have been added, the system will use the highest recorded frequency from all
rotas (looking at both weekday and weekend frequencies) and the highest recorded category.

8.6 Status Reports

Status reports contain data concerning the progress of job plans through the sign-off stages for their relevant
departments, summarising how many job plans have been signed off and how many doctors have not logged in (data
that is also available within the progress report).
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View & Edit Trust Settings

General settings Objectives Non

Project Managers

Send selected Managers status reports:

‘Weelkly
Never 1 Hospital NHS Trust.)
eekly
. mbledon Hospital NHS Trust.)
onthly

— bledon Hospital NHS Trust.)
Dr Charles, Ray (Wimbledon Hospital MHS Trust.)

Dr Cloud, Claudia (Wimbledon Hospital NHS Trust.)
[¥] Mr Director, Clinical (Wimbledon Hospital NHS Trust.)
Dr jones, v (Wimbledon Hospital NHS Trust.)

You can decide whether to send the status reports on a weekly, fortnightly or monthly basis as well as which managers
receive the report.

8.7 Changes Report

The changes report keeps an audit trail of all changes made within the departmental settings. The report contains the
details of those who made the changes, when they were made and the reason if given.

8.8 Implementing the hot activity functionality

8.8.1 Switching on hot activities

Hot activity functionality is controlled at both the organisation and individual department level; this allows for a
staggered implementation and for individual departments to opt-out of using the functionality altogether.

Hot activities are turned on at organisation level by navigating to Board Settings > General Settings and locating the
relevant setting under the Format of Job Plans section. Saying yes to this option will simply provide an additional setting
at each department level.

Would you like to give departments the option of using hot activities? ® Yes () No

To switch on hot activity at department level, navigate to Departmental Settings > General Settings and locate the
relevant setting under the General Settings section. Saying yes to this option will enable you to add hot activities to
that department’s DCC language as described below.

Would you like to enable hot activities in this department? ® Yes (O No
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Hot activity functionality can be switched off at any time, preventing further entry of these activities within job plans.
Any previously entered hot activities within job plans will be retained to prevent recalculation.

8.8.2 Defining and controlling hot activity language

As a form of validation against doctors accidentally adding prospectively covered hot, it is necessary for the project
manager to identify which activities can be added as hot into the job plan. Activities identified as hot can’t also be
entered as routine activity worked over a 42 week period.

To add a new hot activity, ensure the ‘hot’ tickbox is selected and then either choose an existing activity from the list
or create a new custom activity within the benchmark heading that you require. Click add and then define a name for
the new activity. The activity will be listed under the benchmark heading and will display a tick in the hot column.

Please select an activity from the list or choose "CREATE CUSTOM ACTIVITY' to name your own.
Please select an activity... v m [ cons [Jsas [ AHP [ Murse [ Pharm [« TCA

Note: Managers should be aware that it is not possible to later untick the hot flag against an activity. Hot activities can be deleted in
the same way as normal activities as long as they aren’t being used in any active job plans.

8.8.3 Turning off the hot activity functionality

The hot activity functionality can be switched off at any time either at the organisation or department levels. Switching
off hot activities will hide any created hot activity language from the departmental direct clinical care language screens
and doctors will be prevented from creating any additional hot activities. Hot activities already entered into job plans
will be retained in order to preserve the sessions calculations. If a new copied job plan is created after the functionality
has been switched off, the new job plan will still contain the original hot activities but no more can be added.

Version : 5.0

Date : November 2018
Copyright 8 Allocate Software and its subsidiaries @ A I_ I_O C AT E 42



9 User maintenance

User maintenance holds the details of all doctor and manager users, their personal details, when they last logged in
and a summary of your purchased and used license metrics.

Use this area to reset passwords and check email addresses for all users; you can search for users with their name,
department or email. Left-click a user’s name to view further details in a pop-up window.

User Maintenance

First name: ) R
License metrics

The metrics show actual/purchased licenses

Surname:

Email Address:

1 04/ 9999 Manager Licenses
Department: Cardiclogy '|
1 48 / 9999 Clinical Licenses

Mame Username Email Address Last login Roles

118, User Demo noane@zircadian.com 2911142013 11:33:10
Aison, Angela alison? Aaron.Masters@allocatesoftware.com 23/09/2013 16:08:31 Co
Bloggs, Joanna jbloggs6d Aaron.Masters@allocatesoftware.com a
Hannigan, Patrick PHannigan Aaron.Masters@alocatesoftware.com a Inactive
Heart, Ann aheart noone@zircadian.com 19/09/2013 15:19:15 B O

You can also view whether the user has a manager role and whether they are a Consultant or SAS Doctor from the
roles column; a legend is provided at the foot of the page.

To resend new login details for an existing user, click reset password. This sends a reminder of the username and a new
password to the email addresses associate with that account.

The license metrics panel at the top right of the screen displays the number of clinical and manager licenses currently
being utilised by active users in your organisation versus the number purchased.

Note: A doctor with a clinical and manager role requires only a single manager license to perform both of these functions in e-JobPlan.

Test users

To assist with the creation of example or future job plans, and for demonstration purposes, project managers can
nominate an account as a ‘test user’. Test users are fictitious accounts that mimic a real user, so that the full job
planning input and sign-off process can be carried out. Identifying an account as a test user will prevent the job plan
and account details being displayed in the reports and dashboards throughout the system depending on the
organisation’s general settings. To nominate an account as a test user, left-click the account name and select yes
against the question ‘is this a test user?’. Test users continue to utilise and clinical or manager licence as appropriate.
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10 Additional Help

10.1 From your Board

Your Board will have appointed a project manager who will be familiar with the job planning process and the
management of the e-JobPlan module; their details can be found at the top of the support tab.

10.2 From allocate software

Allocate Software’s HealthMedics support team are on-hand during normal office hours (0900-1730) to support users
with any product from of the HealthMedics Optima. They can be contacted via email at
support@allocatesoftware.com.

You can also find various documents in the support tab which provide further information, including documents on
calculations and guidance from the organisations and the BMA.

10.3 Providing feedback

We would very much appreciate your feedback about the e-JobPlan module whether positive or negative. It is
important for us to identify things that work well, but also things that might cause annoyance or frustration. We strive
to take all feedback on board and consider any changes that might enhance user experience.

You can provide us with feedback at any time by emailing support@allocatesoftware.com or by clicking the send
feedback link at the foot of every page.
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