[bookmark: _GoBack]SPECIALTY DOCTOR - CONTRACT OF EMPLOYMENT Version 1 – 1 April 2021
BETWEEN:
{employername.en-gb} and
{applicanttitle.en-gb} {applicantfirstnames.en-gb} {applicantfamilyname.en-gb}
{formatted_address.en-gb}[*]
THE POST
1. Specialty Doctor
◦ Your job title is [ {offerjobtitle.en-gb}]* in [{ou3name.en-gb}]*.
◦ The appointment is subject to the national Terms and Conditions of Service for Specialty Doctors (“the TCS”) which may be amended by collective negotiation from time to time.[†]
This Contract constitutes a section 1 statement for the purposes of section 1 of the Employment Rights Act 1996. The parties agree that the employer will be entitled to make changes to this Contract unilaterally to the strictly limited extent that such changes are necessary to enable the employer to comply with its statutory obligation under section 1 of the Employment Rights Act 1996 which stipulates the particulars which must be provided by employers to employees regarding their employment. The employer shall provide you with notice of any changes which are required to be made including the new wording proposed, an explanation of why the employer considers the change necessary to comply with section 1 Employment Rights Act 1996, and the date on which the changes automatically take effect.
2. Commencement of Employment
2.1	Employment under this Contract [begins/began]* on {bookedstartdate.en-gb}. [Your pay scale code on commencement is {bookedstartdate.en-gb}*]*.
2.2	Your continuous employment with this employing organisation, for the purposes of the Employment Rights Act 1996, [begins/began]* on {bookedstartdate.en-gb}.
2.3	For the purposes of certain NHS conditions of service, previous service within the NHS, whether with this Trust or another NHS employer, although not continuous for the purposes of the Employment Rights Act 1996 will count as reckonable, so that for some purposes other dates prior to the dates set out in 2.1 and 2.2 may count. The amount of reckonable service is [	]*.
2.4	Where pay progression is awarded, your pay progression date is [	]. Pay progression will be in accordance with Schedule 13 of the TCS and transitional arrangements*.
3. General Mutual Obligations
3.1	While it is necessary to set out formal employment arrangements in this contract, we also recognise that you are a senior and professional employee. It is essential that you and we work in a spirit of mutual trust and confidence. You and we agree to the following mutual obligations in order to achieve the best for patients and to ensure the efficient running of the service:
3.1.1	to co-operate with each other;
3.1.2	to maintain goodwill;
· 1.3 to carry out our respective obligations in agreeing and operating a Job Plan;
· 1.4 to carry out our respective obligations in accordance with appraisal arrangements; and
3.1.5	to carry out our respective obligations relating to the organisations policies, objectives, rules, working practices and protocols.
THE WORK
4. Location
4.1	Your principal place of work is {offersite.en-gb}. Other work locations including off site working may be agreed and incorporated in your Job Plan where appropriate. You will generally be expected to undertake your Sessions at the principal place of work or other locations agreed in the Job Plan. Exceptions will include travelling between work sites and attending official meetings away from the workplace.
4.2	You may be required to work at any site within your employing organisation, including new sites provided that they are within a reasonable travelling distance from your home address.
5. Duties
5.1	Main Duties and Sessions
Except in emergencies or where otherwise agreed with your manager, you are responsible for fulfilling the duties and responsibilities and undertaking the Sessions set out in your Job Plan which is appended to this Contract at Appendix 1, as reviewed in line with the provisions in clause 6 below. 5.2	Associated Duties
You are responsible for the associated duties set out in Schedule 3 of the TCS.
5.3	Objectives
The purpose of including agreed personal objectives in your Job Plan is to set out in clear and transparent terms what you and your clinical manager have agreed should reasonably be achieved in the year in question. These objectives are not contractually binding in themselves, but you have a duty to make all reasonable efforts to achieve them.
5.4	Emergency Responses
We may in exceptional circumstances ask you to return to site for emergencies if we are able to contact you. You are not however, required to be available for such eventualities. Where emergency recalls of this kind become frequent, an interim job plan review may be triggered in accordance with Schedule 4 of the TCS.
5.5	Training entitlement
Your statutory training requirements are set out below. These are at the expense in provision and paid time of your employer.
· Health and Safety
· Fire Safety
· Counter Fraud Awareness
· Infection Prevention and Control
· Mental Capacity Act
· Violence and Aggression
· Manual Handling
· Safeguarding People
· Information Governance
· Dementia Awareness
· Resuscitation
· Treat Me Fairly (Equality)
You may also be expected to undertake further local training applicable to your role, also at the expense in provision and paid time of your employer, with the time for undertaking this training documented within your job plan. [Note: Employing organisation to include any local training requirements required for the post.]
Further provision of training will be through the use of Supporting Professional Activity (SPA) time and Study Leave (Schedules 4 & 15 of the TCS). Appropriate time will be provided by the employer to allow you to complete the training.
6. Job Planning
You and your clinical manager have agreed a prospective Job Plan. A generic job plan is appended at Appendix 1 of this Contract. You and your clinical manager shall review and agree any variations required within six months of starting in post and your section 1 particulars shall be amended automatically. The Job Plan sets out your main duties and responsibilities, a schedule for carrying out your Sessions, your responsibilities, your accountability arrangements and your objectives and supporting resources.
You and your clinical manager will review the Job Plan annually in line with the provisions in Schedule 4 of the TCS.
7. Sessions
7.1	Scheduling of Activities
You and your clinical manager will agree in the schedule of your Job Plan the Sessions that are necessary to fulfill your duties and responsibilities, and the times and locations at which these activities are scheduled to take place. You and your clinical manager will seek to reach agreement in the scheduling of all activities.
Subject to the provisions for recognising work done in Out of Hours (see clause 8 below) a Session has a timetable value of four hours. Each Session may include a combination of duties.
Your Job Plan will contain {offerworkingperioddesc.en-gb} Sessions per week on average, subject to the provisions below for recognising emergency work arising from on-call rotas. A standard full-time Job Plan will contain ten (10) Sessions subject to the provisions in clause 7.6 to agree Additional Sessions (up to the maximum permitted by the Working Time Regulations) which can be contracted for separately from time to time. The rates for basic pay are set out in Appendix 3. [note: Employing organisations to attach the latest pay circular to Appendix 3]
[Note: the number of Sessions will need to be adjusted for part-time doctors. Where a doctor has a part-time contract, the employing organisation will need to agree the number of weekly Sessions that should be included in the Job Plan.]
7.2	Flexibility
Attaching a time value to Sessions is intended to provide greater transparency about the level of commitment expected of doctors by the NHS. However, you and your clinical manager can agree flexible arrangements for timing of work.
You and your clinical manager may agree, as part of your Job Plan, arrangements for the annualisation of Sessions. In such a case, you and your clinical manager will agree an annual number of Sessions and your Job Plan will set out variations in the level and distribution of Sessions within the overall annual total.
You and your clinical manager may agree, as part of your Job Plan, other arrangements for flexible scheduling of commitments over an agreed period of time.
Any variations in your scheduled weekly commitments should be averaged out over twenty-six (26) weeks, so that your average commitment is consistent with the provisions of the Working Time Regulations.
7.3	Balance between Direct Clinical Care and other Sessions
Most Sessions will be devoted to Direct Clinical Care; however, it is expected that in accordance with the Wales Good Practice Guide (2006), in the order of two sessions for Supporting Professional Activities (or 20% of working time) will be provided, subject to a minimum of one session designated for Job Planning and meeting requirements for appraisal and revalidation. There will be local agreement as to the appropriate balance between activities. The precise balance will be agreed as part of Job Plan reviews as described in Schedule 4 of the TCS.
7.4	External Duties
Where you have External Duties included in your Job Plan you will provide 6 weeks’ written notice of the dates upon which the External Duties will be carried out. Shorter notice periods may be agreed by local arrangement or by agreement between you and your clinical manager.
7.5	Recognition of Emergency Work arising from On-Call Duties
Where emergency work takes place at regular and predictable times, your clinical manager will seek to schedule it as part of the Sessions in your Job Plan schedule. You may as part of the Job Planning process however, be required to participate in an on-call rota to respond to unpredictable emergencies.
The provisions of Schedule 6 of the TCS apply to unpredictable emergency work arising from on-call rota duties that takes place other than during a Session scheduled in your Job Plan.
7.6	Additional Sessions
You and your clinical manager may from time to time agree that you will undertake Additional Sessions over and above the [ten (10)] [Note: add contracted number for part-time doctors] Sessions that constitute your standard contractual duties, up to the maximum permitted under the Working Time Regulations. Remuneration for Additional Sessions is covered by clause 20 below.
Without prejudice to clause 7.7 below, you do not have to agree to carry out more than [ten (10)] [Note: to be adjusted for part-time doctors] Sessions on average per week. However, where you do give your agreement, you must undertake such activities.
Any agreement to carry out Additional Sessions will be made in writing. The Additional Sessions will be incorporated into your Job Plan schedule.
7.7	Spare Professional Capacity
Where you intend to undertake Private Professional Services or Fee Paying Services other than such work carried out under the terms of this Contract, whether for the NHS, for the independent sector or for another party, the provisions in Schedule 7 and Schedule 10 of the TCS will apply.
8. Out of Hours
The provisions in Schedule 8 of the TCS will apply to recognise the unsocial nature of work done Out of Hours, which is any time that falls outside the period of 07:00 to 21:00 Monday to Friday and any time on a Saturday or Sunday, or statutory or public holiday, and the flexibility needed by doctors who work at these times as part of a more varied overall working pattern. Remuneration for work done out of hours is covered by clause 23 below.
On any occasion where a doctor is scheduled to work during the Out of Hours period, the employing organisation will ensure that the doctor has adequate rest both before and after this period of duty.
9. On-Call and Emergency Duties
9.1	On-Call Rotas
Where you are on an on-call rota, the provisions in Schedule 9 of the TCS will apply.
Your on-call duties will be set out in your Job Plan and the published rota or in accordance with any alternative arrangements that you agree with your colleagues for providing on-call cover.
9.2	On-Call Availability Supplements
Where you are on an on-call rota, you will receive an on-call availability supplement calculated in accordance with Schedule 12 of the TCS and set out at Appendix 2 of this Contract. The level of supplement will depend on the frequency of your participation on the rota. Payment will cease when you cease to be on an on-call rota.
OTHER CONDITIONS OF EMPLOYMENT
10. Registration Requirements
It is a condition of your employment that you are, and remain, [a registered dental practitioner] [a fully registered medical practitioner] [Note: employing organisations to delete as appropriate] and continue to hold a licence to practise.
11. Fee Paying Services and Private Professional Services
11.1 Minimising Potential for Conflicts of Interest
In carrying out any Fee Paying Services or Private Professional Services, you will observe the provisions in Schedule 10 of the TCS in order to help minimise the risk of any perceived conflicts of interest to arise with your work for the NHS.
11.2	Fee Paying Services and NHS Sessions
Examples of Fee Paying Services are set out in Schedule 10 of the TCS.
You will not carry out Fee Paying Services during your Sessions except where you and your clinical manager have agreed otherwise. Where your clinical manager has agreed that you may carry out Fee Paying Services during your Sessions, you will remit to us the fees for such services except where you and your clinical manager have agreed that providing these services involves minimal disruption to your NHS duties. Schedule 10 of the TCS sets out the principles governing the receipt of additional fees.
11.3	Private Professional Services and NHS Sessions
Subject to the provisions in Schedule 10 of the TCS, you may not carry out Private Professional Services during your Sessions.
12. Deductions from Pay
We will not make deductions from or variations to your salary other than those required by law without your express written consent.
13. Appraisal and Clinical Governance
You must co-operate fully in the operation of the relevant appraisal scheme. You must also comply with our clinical governance procedures.
14. Gifts and Gratuities
You are required to comply with our rules and procedures governing the acceptance of gifts and hospitalities.
15. Policies and Procedures
You are required to comply with our Policies and Procedures as may from time to time be in force.
Policies and Written Control Documents - Home (sharepoint.com)
16. Grievance Procedures
16.1	The grievance procedures, which apply to your employment, are set out in
Respect and Resolution Policy
16.2 If you wish to raise a grievance, you may apply in writing to HR Representative in accordance with our Respect and Resolution Procedure.
17. Disciplinary Matters
17.1 Wherever possible, any issues relating to conduct, competence and behaviour should be identified and resolved without recourse to formal procedures. However, if considered necessary, concerns regarding capability, performance and conduct will be dealt with in accordance with ‘Upholding Professional Standards in Wales’ (UPSW).
17.2 If you wish to appeal against a disciplinary decision, you may apply in writing to HR Representative in accordance with UPSW.
18. Intellectual Property
You will comply with our procedures for intellectual property which reflect ‘The NHS as an Innovative Organisation, Framework and Guidance on the Management of Intellectual Property in the NHS’.
19. Other Conditions of Service
The provisions in Schedule 11 of the TCS will apply.
20. Transfer of information
On commencement of employment with the employing organisation, your personal data will be uploaded to the Electronic Staff Record (ESR). ESR is a workforce solution for the NHS which is used by the employing organisation to effectively manage the workforce leading to improved efficiency and improved patient safety.
[In accepting employment with the employing organisation, you accept that the following personal data will/may be transferred if your employment transfers to another NHS organisation].
Certain personal data is transferred from one NHS organisation to another when your employment transfers. Such personal and confidential information may include personal and special category data for the purposes of the General Data Protection Regulation and the Data Protection Act 2018. NHS organisations have a legitimate interest in processing your data in this way to enable them to establish the employment of a suitable workforce and improve efficiencies within the NHS by making costs savings for Trusts and to save you time if your employment transfers.
PAY
21. Salary
21.1 Basic Salary and Pay Increments
Your basic salary on commencement is [£{offersalary.en-gb} ]. *[Note: employing organisations to complete based on Schedule 12 of the Terms and Conditions] This has been calculated in accordance with the provisions in Schedule 12 of the TCS which is appended to this Contract at Appendix 2, and in accordance with transitional arrangements. Your salary will be payable monthly.
Your basic salary will increase when you receive pay progression in accordance with Schedule 13 of the TCS.
Where pay progression is awarded your salary will increase on your pay progression date (see paragraph 2.4 above).
21.2 Criteria for Pay Progression
You will not receive pay progression automatically, but it is expected that you will progress according to the criteria set out in Schedule 13 of the TCS, and in accordance with transitional arrangements. We will make all reasonable efforts to support you in meeting the criteria for pay progression.
https://www.nhs.wales/hpb/pay-conditions/
22. Rates for Additional Sessions
The annual rate for an Additional Session is 10% of full-time basic salary (see Appendix 2 of this Contract). Full time basic salary is set out in the latest pay circular issued by Welsh Government.
Any Additional Sessions that you carry out during Out of Hours, will be calculated in accordance with Schedule 8 of the TCS.
For each Session during Out of Hours there will, by mutual agreement, be:
1. a) a reduction in the timetabled value of the Session itself to three hours; or
2. b) a reduction in the timetabled value of another Session by one hour.
If a Session undertaken Out of Hours lasts for four hours or more, an enhanced rate of pay of time and a third may be agreed.
Where a Session falls only partly Out of Hours, the reduction in the timetabled value of this or another Session will be on an pro rata basis, if an enhancement to payment is made this will be applied to the proportion of the Session falling Out of Hours.
23. On-Call Availability Supplement
If you are required to participate in an on-call rota, you will be paid a supplement in addition to your basic salary in respect of your availability to work during on-call periods. The supplement will be paid in accordance with, and at the appropriate rate shown in Schedule 12 of the TCS, which is appended to this Contract at Appendix 2
The frequency of your on-call availability will be detailed in your Job Plan, which is set out in Appendix 1 of this Contract.
24. Benefits
· Free Parking
· Bluelight card scheme (subject to eligibility)
· Lease car scheme (subject to eligibility)
· Staff Electronics Salary sacrifice scheme (subject to eligibility)
· Cycle 2 work scheme (subject to eligibility)
· Relocation Package (subject to eligibility)
· NHS Staff Discounts
PENSION
25. Pension
The provisions in Schedule 14 of the TCS shall apply.
• Unless you are deemed ineligible, you will automatically be enrolled/continue to be a member of a NHS Pension Scheme subject to its terms and rules, which may be amended from time to time. Pensionable pay will include basic salary (up to ten Sessions, but not any Additional Sessions above ten for full time doctors), on-call availability supplements and any other pay expressly agreed to be pensionable. • https://www.nhsbsa.nhs.uk/
LEAVE AND HOLIDAYS
26. Annual Leave
You will be entitled to [	] annual leave with full pay each year.
The leave year runs from [{offerstartdate.en-gb}]. There will be no detriment to you arising from any leave year adjustment.
Annual leave should be discussed at the annual Job Plan review otherwise you shall provide a minimum of six weeks’ notice of annual leave. Subject however to suitable arrangements having been made, you may take up to two days of annual leave without seeking formal permission provided that you give notification beforehand.
Up to five days’ annual leave may be carried over subject to Schedule 15 of the TCS.
The annual leave entitlement of doctors in regular appointment is additional to eight public holidays.
Additionally, if in the course of your duty, you were required to be present in hospital or other place of work between the hours of midnight and 9.00am on a statutory or public holiday, you should receive a day off in lieu at standard rates.
On termination of your employment, you will be entitled to pay in lieu of any outstanding entitlement accrued in the leave year in which your employment terminates or be required to repay to the employing organisation salary received in respect of annual leave taken in excess of entitlement. The amount of the payment or repayment shall be based on accrued leave for the year based in number of complete months worked, and minus any leave taken to date.
Further details regarding annual leave and public holidays are set out in Schedule 15 of the TCS.
27. Sick leave
If you are absent from duty owing to illness (including injury or other disability), you shall, subject to the provisions of Schedule 15 of the TCS, be entitled to receive an allowance in accordance with the following:
· During the first year of service - One month’s full pay and (after completing four months’ service) two months’ half pay;
· During the second year of service - Two months’ full pay and two months’ half pay;
· During the third year of service - Four months’ full pay and four months’ half pay;
· During the fourth and fifth years of service - Five months’ full pay and five months’ half pay • After completing five years of service - Six months’ full pay and six months’ half pay.
The employer shall have discretion to extend a doctor’s sick leave entitlement.
To enable rehabilitation, the employer has the discretion to allow a doctor to return to work on reduced hours or to be encouraged to work from home without loss of pay to aid rehabilitation. Any such arrangements need to be consistent with statutory sick pay rules.
Further details regarding sick leave are set out in Schedule 15 of the TCS.
Policies and Written Control Documents - WP11 - NHS Wales Managing Attendance at Work Policy V0.1.pdf - All Documents (sharepoint.com)
Full details of professional and study leave, special leave, maternity leave and sabbaticals are as set out in Schedule 15 of the TCS. Paternity, parental, carers and adoption leave entitlements are set out in Schedule 17.
OTHER ENTITLEMENTS
28. Expenses
You are entitled to be paid expenses, which should be submitted in a timely manner (normally within one month), for travel, subsistence and other expenses. Expenses will be as set out in the model provisions in Schedule 18 of the TCS or any local alternative (which must be at least as favourable) Expenses (sharepoint.com)
29. Charges for Residence
Except where facilities are provided for you to be on-call a charge may, where appropriate, be made for residing at your Place of Work in accordance with our local procedures.
30. Duration of Employment This is a permanent post.
OR This post is fixed term until <insert Date> when it shall terminate without the need for further notice
[Note: amend this paragraph as appropriate for a Fixed Term Appointment and set out the date when it is to end and that it will terminate automatically and without the need for notice]
31. Termination of Employment
Where termination of employment is necessary, your employer will give you three months’ notice in writing.
You are required to give your employer three months’ written notice if you wish to terminate your employment.
Shorter or longer notice periods may apply where agreed between both parties in writing and signed by both.
Employment may be terminated without notice in cases of gross misconduct, gross negligence, or where your registration as a medical doctor (and/or your registration as a dental doctor) has been removed or has lapsed without good reason.
Further terms regarding termination of employment are set out in Schedule 16 of the TCS.
ENTIRE TERMS
32. Collective agreement and entire Terms
Your employment is governed by this Contract and the TCS which is incorporated into your Contract and may be amended from time to time. A copy is available at [insert link].
This Contract and the TCS and any local agreements contain the entire terms and conditions of your employment with us, such that all previous agreements, practices and understandings between us (if any) are superseded and of no effect. Where any external term is incorporated by reference such incorporation is only to the extent so stated and not further or otherwise.
I {applicanttitle.en-gb} {applicantfirstnames.en-gb} {applicantfamilyname.en-gb} and
{employername.en-gb} have understood and agree to honour the terms and conditions set out in this contract of employment
[	]	Doctor’s signature
[	]	Representative of employing organisation’s signature
Date of this agreement [	]*
Notes:
You are normally covered by the NHS Hospital and Community Health Service indemnity against claims of medical negligence. However, in certain circumstances (especially in respect of service for which you receive a separate fee) you may not be covered by the indemnity. We therefore advise you to maintain membership of a medical defence organisation. Details of the NHS indemnity scheme may be obtained from the Human Resources department upon request.
Updates on salary values are published in the NHS Wales website: https://www.nhs.wales/hpb/pay-conditions/
Appendix 1 – Job Plan
[Note: employing organisations to include job plan.]
Please note this is an illustrative example and individuals will agree a personal job plan upon commencement.
Appendix 2 – Schedule 12: Pay and other allowances
1. Doctors shall be paid at the rates set out in Appendix 1.
2. The value of pay for part-time doctors will be pro rata to the levels in Appendix 1, based on thenumber of agreed weekly Sessions in the doctor’s Job Plan as a proportion of the 10 required Sessions for full-time doctors.
3. Payment shall be made to a locum doctor at the rate set out in Appendix 1.
Starting salaries, pay progression dates and counting of previous service
4. Except as provided for elsewhere in these Terms and Conditions of Service, doctors shall on theirfirst appointment in this grade be paid at the minimum point of the scale. Their pay progression date shall be the date of commencing their first appointment in this grade.
5. Where doctors are appointed to a post in the specialty doctor grade having already given
substantive service in one or more posts in that grade, the staff grade or equivalent, or a higher grade (measured in terms of the current maximum rate of full-time basic salary), all such service shall be counted in determining their starting salary.
6. Employers may set basic salary at a higher pay point to recognise non-NHS experience in thespecialty at an equivalent level.
7. Where doctors have held a regular appointment in the specialty doctor grade, the staff grade orequivalent, or higher grade, all subsequent NHS employed locum service in the specialty doctor grade (or higher grade) shall count towards determining their starting salary as though it had been service in a substantive post.
8. All locum service in other cases of three or more continuous months’ duration in the specialtydoctor grade, the staff grade or equivalent, or a higher grade shall count towards determining the starting salary at the rate of one half on substantive appointment to that grade. Continuous locum service shall be taken to mean service as a locum in the employment of one or more NHS organisations uninterrupted by the tenure of a substantive appointment or by more than two weeks during which the doctor was not employed by the NHS.
9. Where the starting basic salary of a doctor appointed under these Terms and Conditions of Servicefrom an appointment in a lower grade (measured in terms of the current maximum rate of full-time basic salary) under a National Contract and Terms and Conditions of Service is lower than their previous basic salary (exclusive of any pay for additional hours/Sessions, excellence awards or similar payments, on-call or other allowances, pay premia or any other supplementary payments paid or received) the following shall apply:
◦ the new appointment under these Terms and Conditions of Service shall be fixed at a pay point below their previous salary;
◦ the doctor will receive an additional supplement sufficient to increase the total salary for the new appointment so that it equals the higher level of basic salary previously paid;
◦ the doctor will remain on this fixed salary until their progression through the Speciality Doctor pay structure is such that the basic salary under the new appointment exceeds their previous basic salary;
◦ this additional supplement will not count as basic salary for the purposes of calculating additional Sessions but will be treated as pensionable.
Counting of service whilst on leave
10. Absence on leave with pay for annual leave, public holidays, sick leave, study leave, special leaveand paid or unpaid maternity, paternity, parental or adoption leave shall be included for counting of service purposes.
11. Where a NHS organisation grants leave without pay to a doctor to accept a short termappointment of not more than three years in an overseas university or other position of similar standing this will also be included for counting of service purposes.
Pay progression
12. Doctors may become eligible for pay progression at the intervals set out in Appendix 1 on their pay progression date. See Schedule 13.
Secondment opportunities
13. Individuals who have been seconded to a training placement will return to their existing post at theend of the placement. Whilst on placement they will retain their Basic Salary and be paid for the hours worked during the secondment in accordance with their existing Terms and Conditions of Service including pay progression. The provisions outlined in Schedule 13, paragraphs 23–24 will apply.
14. Where individuals have taken an approved sabbatical for training purposes, agreed with theemployer in line with their Personal Development Plan, the employer will apply pay progression that may have been reached in their absence. The appropriate provisions outlined in Schedule 13 will apply.
Additional Sessions
15. The annual rate for an Additional Session will be 10 per cent of Basic Salary. Where part-time doctors have contracted to undertake Additional Sessions these will be paid at 10 per cent of full-time Basic Salary.
Out of Hours Work
16. See Schedule 8. On-Call Duties
17. Doctors who are required to be on an on-call rota will be paid an on–call availability supplement.This shall be calculated as a percentage of full-time Basic Salary (excluding any Additional Sessions and any other fees, allowances or supplements). The availability supplement does not alter the amount of basic salary for any other purpose or calculation. The supplement payable will depend on the category and frequency of the on-call duties. The percentage rates are set out in Table 1 below.
18. The employing organisation will determine the category of the doctor’s on-call duties for thesepurposes by making a prospective assessment of the typical nature of the response that the doctor is likely to have to undertake when called during an on-call period. This assessment will take into account the nature of the calls that the doctor typically receives whilst on-call. The two categories are:
◦ Category A: this applies where the doctor is typically required to return immediately to site when called or has to undertake interventions with a similar level of complexity to those that would normally be carried out on site, such as telemedicine or complex telephone consultations;
◦ Category B: this applies where the doctor can typically respond by giving telephone advice and/or by returning to work later.
19. Where there is a change to the doctor’s contribution to the rota or the categorisation of the doctorson-call duties, the level of the availability supplement will be amended on a prospective basis. Where this results in a reduction in the level of availability supplement, there will be no protection arrangements in relation to previous entitlements. The doctor is entitled to challenge any changes to the assessment of on-call duties through the Job Planning process.
Table 1: On-Call availability supplement
Value of availability supplement as % of basic salary Frequency
	
	Category A
	Category B

	more frequent than or equal to 1 in 4
	8%
	3%

	less frequent than 1 in 4 or equal to 1 in 8
	5%
	2%

	less frequent than 1 in 8
	3%
	1%


20. If a doctor participates in an on-call rota then the frequency of this will be set out in their Job Plan.
Additional responsibilities
21. Some Specialty doctors have additional responsibilities agreed with their employer which cannot reasonably be absorbed within the time available for supporting activities. These will be substituted for other work or remunerated separately by agreement between the employer and the Specialty doctor. Such responsibilities could include those of:
◦ Caldicott guardians
◦ Clinical audit leads
◦ Clinical governance leads
◦ Undergraduate and postgraduate deans, clinical tutors, regional education advisor
◦ Regular teaching and research commitments over and above the norm, and not otherwise remunerated
◦ Professional representational roles
Responsibilities of specific roles, e.g. lead clinicians will be reflected by substitution or additional remuneration agreed locally.
Appendix 3 – Rates of Basic Pay
[note: Employing organisations to attach the relevant rates of pay in the latest pay circular]
[1] Employing organisation to complete
[2] A copy of the TCS may be found at NHS Wales Employers website
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Gwasanaethau Cyflogaeth
Tŷ Alder
Llys Alder, Ffordd Salesbury
Llanelwy
Sir Ddinbych, LL17 0JL
Tuesday, 30th May 2023
Preifat a Chyfrinachol
{formatted_address.cy-gb}
Eich cyfeirnod {empjobref.cy-gb} {offerjobtitle.cy-gb}
Annwyl {applicanttitle.cy-gb} {applicantfirstnames.cy-gb} {applicantfamilyname.cy-gb},
Yn dilyn eich cynnig amodol diweddar, rwy’n falch o gadarnhau eich penodiad i’r swydd uchod. Sylwch y bydd eich penodiad a'ch cyflogaeth barhaus yn amodol ar gwblhau unrhyw wiriadau cyn cyflogi a allai fod heb eu cwblhau yn foddhaol. Rhaid i chi sicrhau bod unrhyw wiriadau cyn cyflogi sy'n weddill yn cael eu cwblhau cyn pen 30 diwrnod ar ôl eich dyddiad cychwyn. Gall methu â gwneud hynny arwain at derfynu eich Contract Cyflogaeth.
Mae eich cytundeb cyflogaeth ynghlwm a byddwn yn ddiolchgar pe baech yn cadarnhau eich bod yn ei dderbyn ar-lein o fewn 7 diwrnod i ddyddiad y llythyr hwn.
{acceptcontract.cy-gb}
Cofion cynnes,
{loggedinusersignature.cy-gb}
{employername.cy-gb}
CONTRACT CYFLOGAETH
ENW:	{applicantfirstnames.cy-gb} {applicantfamilyname.cy-gb}
TEITL Y SWYDD:	{offerjobtitle.cy-gb}
BAND:	{offergrade.cy-gb}
1. PRIF DELERAU AC AMODAU’R GWASANAETH
Yn unol â gofynion Deddf Hawliau Cyflogaeth 1996, mae’r contract hwn yn amlinellu telerau ac amodau eich cyflogaeth. Cyngor Staff y GIG fydd yn penderfynu ar y telerau ac amodau sydd ynghlwm wrth y penodiad hwn, yn unol â’r Llawlyfr Telerau ac Amodau Agenda ar gyfer Newid (fel y’i diwygir o bryd i’w gilydd). Caiff unrhyw newid i’ch contract cyflogaeth ei gytuno gyda chi yn unigol neu caiff ei wneud drwy gytundeb cenedlaethol ar y cyd neu fel y dirprwyir gan Gyngor Staff y GIG i gytuno arno’n lleol.
2. CYSYLLTIADAU RHEOLI A PHROFFESIYNOL
Cynhwysir manylion am unrhyw gyfrifoldebau dros staff, sy’n rhan o’r swydd, yn y disgrifiad swydd atodedig.
3. DYDDIADAU DECHRAU
Dyddiad dechrau yn y swydd - {bookedstartdate.cy-gb}
Sefydliad sy’n Cyflogi - insert date
Sylwch y bydd eich cyflogaeth barhaus yn amodol ar unrhyw wiriadau cyn cyflogi sydd heb eu cwblhau ar yr adeg y gwnaethoch ddechrau yn y swydd. Rhaid i chi sicrhau bod unrhyw wiriadau cyn cyflogi sy'n weddill yn cael eu cwblhau cyn pen 30 diwrnod ar ôl eich dyddiad cychwyn. Gall methu â gwneud hynny arwain at derfynu eich Contract Cyflogaeth.
Gwasanaeth Parhaus at ddibenion statudol
At ddibenion statudol, dechreuodd eich cyflogaeth parhaus o’r dyddiad y dechreuoch gyda {employername.cy-gb} fel y nodir uchod.
Mae dyddiad y gwasanaeth parhaus hefyd yn cynnwys unrhyw wasanaeth blaenorol a drosglwyddwyd trwy Reoliadau Trogslwyddo Ymgymeriadau (Diogelu Cyflogaeth) 2006 a / neu orchymyn trosglwyddo statudol.
Gwasanaeth Cyfrifiadwy
Bydd gwasanaeth blaenorol parhaus gyda chyflogwr blaenorol y GIG yn cyfrif fel gwasanaeth cyfrifadwy mewn perthynas â chytundebau GIG ar ddiswyddo, absenoldeb / tâl mamolaeth galwedigaethol a thâl salwch galwedigaethol, yn amodol ar unrhyw gyfyngiadau ac eithriadau fel y nodir yn Llawlyfr Telerau ac Amodau Gwasanaeth y GIG. Bydd gwyliau blynyddol yn cael eu cyfrif ar sail gwasanaeth agregedig y GIG pan fydd yn cael ei wirio. At bob pwrpas ac eithrio cyfrifiad taliad salwch a diswyddo, bydd toriad mewn gwasanaeth yn cael ei ystyried yn dri mis. At ddibenion cyfrifo taliadau salwch a diswyddo, bydd {employername.cy-gb}] yn ystyried gwasanaeth lle mae'r toriad yn llai na 12 mis fel gwasanaeth cyfrifadwy.
Mae dyddiad eich gwasanaeth cyfrifiadwy i’r GIG yn amodol ar gadarnhad gan eich cyflogwr/cyflogwyr GIG blaenorol.
4. PERFFORMIAD A DATBLYGIAD
Amlinellir dyletswyddau’r swydd yn eich Swydd-ddisgrifiad a Manyleb y Person a gellir eu newid drwy gytundeb ar y cyd o bryd i’w gilydd.
Fe’ch cyflogir ar y sail eich bod wedi’ch hyfforddi neu eich bod wedi derbyn hyfforddiant neu’n gymwys a/neu’n fedrus ar gyfer y gwaith yr ydych yn ei wneud a disgwylir y bydd y sgiliau hyn yn cael eu harddangos yn gyson yn ystod eich cyflogaeth. Gallai perfformiad gwael arwain at gymryd camau ffurfiol yn unol â pholisïau {employername.cy-gb}.
Yn unol â pholisi priodol y {employername.cy-gb} bydd yn ofynnol ichi gymryd rhan mewn adolygiad datblygu staff yn unol â’r Fframwaith Gwybodaeth a Sgiliau (KSF) a darperir manylion pellach gan eich rheolwr.
Ni ddylech weithio y tu allan i lefel ddiffiniedig eich cymhwysedd ar unrhyw adeg. Os bydd gennych bryderon ynglŷn â hyn, dylech eu trafod ar unwaith gyda’ch rheolwr/goruchwylydd. Rydych yn gyfrifol am hysbysu eich goruchwylydd/rheolwr os nad ydych yn gymwys i gyflawni dyletswydd. Fe’ch cynghorir yn ystod eich cyfnod ymsefydlu am y trefniadau sydd ar gael ichi gael cyngor a chymorth, yn ystod oriau gwaith arferol yn ogystal â’r tu allan i oriau gwaith arferol. Os ydych yn oruchwylydd/rheolwr, mae angen ichi gael y wybodaeth ddiweddaraf am ofynion goruchwylwyr/mentoriaid y corff proffesiynol neu’r sefydliad addysgol perthnasol.
5. MATH O BENODIAD
Mae eich swydd gyda’r {employername.cy-gb} yn un barhaol h.y. bydd y penodiad yn parhau tan y
bydd un parti yn dod ag ef i ben yn unol â’r darpariaethau terfynu cyflogaeth yn y contract hwn
6. Y GWEITHLE ARFEROL
Eich gweithle arferol fydd {offersite.cy-gb}. Efallai y bydd adegau pan ofynnir ichi weithio mewn lleoliadau eraill o fewn y {employername.cy-gb} a chedwir yr hawl gan y sefydliad i’ch trosglwyddo yn rhesymol, yn dilyn ymgynghoriad, i unrhyw un o’i leoliadau, yn unol ag anghenion y gwasanaeth. Mewn amgylchiadau o’r fath, gallai newid canolfan olygu hawl i daliadau teithio ychwanegol.
Os ydych wedi’ch cyflogi mewn swydd gylchdro gallai fod yn ofynnol ichi weithio mewn amryw o leoliadau ac fe’ch hysbysir os dyma’r achos. Ni thelir am filltiroedd ychwanegol yn yr amgylchiadau hyn.
7. AMODAU CYFLOGAETH
Bydd eich cyflogaeth yn amodol ar y canlynol:-
◘ Cwblhau'n llwyddiannus unrhyw wiriadau cyn cyflogi boddhaol sy'n weddill ar yr adeg y dechreuoch yn y swydd. Rhaid i chi sicrhau bod unrhyw wiriadau cyn cyflogi sy'n weddill yn cael eu cwblhau cyn pen 30 diwrnod o'ch dyddiad cychwyn
◘ Os ydych yn gwneud gwaith sy’n gofyn am gofrestriad proffesiynol/gwladwriaethol rydych yn gyfrifol am sicrhau eich bod wedi’ch cofrestru. Caiff methu â chadw cofrestriad, neu golli cofrestriad, ei drin fel torri telerau ac amodau eich cyflogaeth a gallai arwain at gymryd camau disgyblu.
◘ Mae eich cyflogaeth, a’ch cyflogaeth barhaus, yn amodol ar feddu a chadw’r holl gymwysterau addysgol, galwedigaethol, proffesiynol perthnasol ac unrhyw gymwysterau perthnasol eraill a nodwyd gennych pan gwblhawyd eich ffurflen gais.
◘ Gwiriadau datgeliad y Swyddfa Cofnodion Troseddol boddhaol pan fo’n berthnasol. Gallai methu â datgelu collfarnau neu rybuddiad troseddol blaenorol arwain at gymryd camau disgyblu, yn unol â Pholisi Disgyblu’r {employername.cy-gb}.
◘	Datgelu unrhyw gyflogaeth eilaidd neu gyflogaeth am dâl presennol.
◘ Darpariaethau’r “Safonau Ymddygiad Busnes ar gyfer Staff y GIG”, ac mae copi ohono ar gael gan eich rheolwr neu’r Adran Adnoddau Dynol.
8. DATGELU COLLFARNAU, RHYBUDDIADAY A CHERYDDON
Os cewch eich collfarnu neu eich cael yn euog o drosedd mae’n ofynnol ichi hysbysu eich rheolwr cyn gynted â phosibl. Gallai methu â datgelu collfarnau o’r fath neu eich cael yn euog arwain at gymryd camau disgyblu, a allai arwain at ddiswyddo. Mae hyn yn cynnwys unrhyw gyhuddiad neu rybuddiad.
Ar unrhyw adeg yn ystod cyfnod eich cyflogaeth, mae’n ofynnol ichi hysbysu eich rheolwr am unrhyw ymchwiliad amddiffyn plant neu oedolyn agored i niwed y gallech fod yn ymwneud â hwy, yn tu mewn yn ogystal â’r tu allan i’r gweithle.
9. TRWYDDED YRRU GYFREDOL
Os yw gyrru yn un o ofynion y swydd, mae’n rhaid ichi feddu ar drwydded yrru gyfredol lawn a dilys.
Pan fo trwydded yrru lawn gyfredol yn ofynnol ar gyfer eich swydd, mae’n rhaid ichi hysbysu eich rheolwr ar unwaith os caiff eich trwydded ei thynnu oddi arnoch. Mewn amgylchiadau penodol, gallai hyn effeithio ar statws eich cyflogaeth yn y swydd bresennol, ac er yr ystyrir eich adleoli i swydd arall addas, gallai hyn arwain at ddod â’ch cyflogaeth i ben.
Os byddwch yn defnyddio eich cerbyd eich hun, mae’n rhaid ichi sicrhau bod gennych yswiriant dilys at ddefnydd busnes ac mae’n ofynnol ichi ddarparu tystiolaeth o ddogfennau eich yswiriant i’ch rheolwr. Pan na ellir cydymffurfio â’r gofynion hyn gallai hyn arwain at gymryd camau disgyblu.
10. TREULIAU
Ad-delir treuliau a wariwyd wrth ichi gyflawni eich dyletswyddau yn unol â’r polisi priodol ar Deithio a Threuliau.
11. ORIAU GWAITH
Mae eich penodiad yn {offerworkingperioddesc.cy-gb} (ac eithrio seibiant ar gyfer prydau bwyd) o fewn wythnos waith lawn amser dybiannol o 37.5 awr.
Efallai y gofynnir ichi, gan eich rheolwr, weithio oriau ychwanegol fel sy’n angenrheidiol er mwyn sicrhau parhad gwasanaeth. Amlinellir y rheolau ar gyfer cael amser i ffwrdd yn lle oriau ychwanegol neu daliadau goramser yn Llawlyfr Telerau ac Amodau’r Gwasanaeth Agenda ar gyfer Newid, Adran
3.
Eich rheolwr fydd yn penderfynu ar eich patrwm gwaith arferol ar ôl trafod â chi a bydd yn ystyried anghenion y gwasanaeth a Rheoliadau Amser Gwaith 1998. Cedwir yr hawl gan y {employername.cygb} i newid eich trefniadau gweithio oherwydd newidiadau mewn gofynion anghenion y gwasanaeth. Mewn amgylchiadau o’r fath, bydd y {employername.cy-gb} yn trafod newidiadau o’r fath gyda chi ac yn rhoi hysbysiad rhesymol ichi cyn rhoi newid o’r fath ar waith.
O dan Reoliadau Amser Gwaith 1998 ni ddylech weithio mwy na 48 awr yr wythnos ar gyfartaledd yn seiliedig ar gyfnod cyfeirio o 17 wythnos. Fel y cyfryw, mae’n ofynnol i’r {employername.cy-gb} fod yn ymwybodol o’r holl oriau yr ydych yn eu gweithio pa un a yw hynny ar gyfer y {employername.cy-gb} fel goramser, banc, achlysurol, asiantaeth neu gyda chyflogwr arall. Mae’n ofynnol ichi felly hysbysu eich rheolwr am unrhyw oriau o’r fath yr ydych wedi’u gweithio wrth iddynt godi.
Mewn achosion eithriadol, diogelir oriau gwaith rhai aelodau o staff dan Adran 46.32 o Lawlyfr Telerau ac Amodau’r Gwasanaeth Agenda ar gyfer Newid. Fe’ch hysbysir os yw hyn yn berthnasol i’ch swydd. 12. TALIAD CYDNABYDDIAETH
Y raddfa gyflog amser llawn bresennol sy’n berthnasol i’r band yr ydych wedi eich penodi iddo yw {offersalary.cy-gb} y flwyddyn, yn seiliedig ar 37½ awr yr wythnos, pro rata os ydych yn gweithio’n rhan amser. Adolygir y raddfa gyflog yn flynyddol yn unol â’r corff Adolygu Cyflogau Cenedlaethol. Telir hwn yn fisol drwy ddebyd uniongyrchol i’ch cyfrif banc/cymdeithas adeiladu.
Gellir ystyried gwasanaeth blaenorol i’r GIG ar yr un raddfa neu raddfa uwch wrth benderfynu ar eich cyflog cychwynnol yn unol â Thelerau ac Amodau Agenda ar gyfer Newid perthnasol y Gwasanaeth. Penderfynwyd ar eich cyflog cychwynnol ar sail y wybodaeth a ddarparwyd gennych ar eich ffurflen gais. Fodd bynnag, mae hyn yn amodol ar gael cadarnhad o’r gwasanaeth perthnasol gan eich cyflogwr GIG blaenorol. Ar ôl cael y wybodaeth hon, caiff eich cyflog cychwynnol ei newid fel y bo angen a dangosir y manylion ar eich slip cyflog.
Ar gyfer gwaith y tu allan i oriau arferol, telir taliad ychwanegol yn unol â threfniadau Oriau Anghymdeithasol Agenda ar gyfer Newid sy’n berthnasol i’ch grŵp gwaith.
Yn gyfnewid am oriau ychwanegol a weithir gellir cynnig tâl neu amser i ffwrdd yn unol ag Adran 3 o Lawlyfr Telerau ac Amodau Agenda ar gyfer Newid.
Os yw’n berthnasol i’ch swydd efallai y bydd yn ofynnol ichi gymryd rhan mewn system ar alwad ble bydd gennych hawl i gyfradd gyflog, naill ai yn unol â’r trefniadau presennol o fewn eich adran, neu drefniadau Agenda ar gyfer Newid os yw eich adran wedi dewis mabwysiadu’r trefniadau newydd.
Cewch eich cynghori am y rhain ar ôl ichi gael eich penodi.
13. DATBLYGIAD CYFLOG A DYDDIADAU YCHWANEGIADAU
Yng Nghymru, bydd datblygiad cyflog yn unol ag Atodiad 23 o Delerau ac Amodau Gwasanaeth y GIG a pholisi Datblygiad Cyflog Cymru Gyfan sy'n cynnwys y safonau datblygiad cyflog penodol sy'n nodi'r gofynion y mae'n rhaid eu dangos cyn y gall staff symud ymlaen i'w codiad cyflog nesaf ar ddyddiad eu codiad cyflog. Dyma’r safonau hyn:
1. Cwblhawyd y broses werthuso o fewn y 12 mis diwethaf ac mae'r canlyniadau'n unol â safonau'r sefydliad.
2. Nid oes proses allu ffurfiol ar waith.
3. Nid oes unrhyw gosb ddisgyblu ffurfiol yn fyw ar eich cofnod (mae'r polisi Datblygiad Cyflog yn ymhelaethu ar gymhwyso'r ddarpariaeth hon yn benodol ym mharagraff 5.4.4) (mae ar gael gan eich rheolwr neu ar dudalennau mewnrwyd y sefydliad).
4. Mae hyfforddiant statudol a/neu orfodol wedi'i gwblhau.
5. Ar gyfer rheolwyr llinell yn unig - cwblhawyd gwerthusiadau ar gyfer eich holl staff yn ôl yr angen.
14. ABSENOLDEB MAMOLAETH/MABWYSIADU/TADOLAETH
Mae manylion am absenoldeb mamolaeth, mabwysiadu a thadolaeth a darpariaethau cyflog ar gael fel sy’n ofynnol gan eich rheolwr neu drwy’r Adran Adnoddau Dynol. Mae’r darpariaethau hyn yn unol â Llawlyfr Telerau ac Amodau Agenda ar gyfer Newid, Adran 15 a’r rheoliadau statudol.
15. DIDYNIADAU/GORDALIADAU
Pan fydd angen talu taliadau penodol ar gyfer llety, prydau bwyd, diod, taliadau ffôn, parcio car, ac ati dan amodau gweithio, cânt eu didynnu o’ch cyflog.
Cedwir yr hawl gan y {employername.cy-gb} i gadw cyflog a buddiannau yn ôl, neu wneud didyniadau o gyflog/tâl parthed absenoldeb heb awdurdod o’r gwaith, gordalu cyflog a/neu dreuliau. Yn ogystal, cedwir yr hawl gan y {employername.cy-gb}, yn dilyn ymchwiliad i gadw taliad yn ôl neu ddidynnu cyflog diwrnod ar gyfer pob diwrnod o absenoldeb heb awdurdod.
Bydd y {employername.cy-gb} yn rheoli unrhyw ddidyniadau angenrheidiol yn sensitif, ac ymgynghorir â chi cyn y gwneir unrhyw ddidyniadau a chynhelir trafodaeth am y dull a’r amserlen fwyaf priodol i wneud ad-daliad o’r fath.
16. PENSIYNAU
Mae bod yn aelod o Gynllun Pensiwn y GIG yn wirfoddol ond cewch eich annog i ymuno ag ef. Mae’n bwysig nodi y bydd bron pawb sydd rhwng 16 a 75 mlwydd oed yn ymuno â Chynllun Pensiwn y GIG yn awtomatig. Bydd eich cyfraniadau pensiwn yn cael eu didynnu’n uniongyrchol o’ch cyflog a byddant yn ddarostyngedig i ostyngiad yn y dreth.
Os nad ydych yn dymuno ymrwymo i Gynllun Pensiwn y GIG bydd rhaid ichi gwblhau’r ffurflen ‘Cais i adael Cynllun Pensiwn y GIG’ (SD 502). Gellir lawrlwytho’r ffurflen drwy fynd i’r adran ‘Gadael neu gymryd seibiant o’r Cynllun’ ar wefan Pensiynau’r GIG ar www.nhsbsa.nhs.uk/member-hub. Os nad oes gennych fynediad personol i gyfrifiadur, dylech allu cael mynediad i gyfleusterau fydd yn eich galluogi i adael y cynllun yn y gwaith. Fel arall, cysylltwch â Phensiynau’r GIG ar 0300 3301 346 i fynnu copi papur.
Mae nifer fach o gyflogeion yn anghymwys ar gyfer Cynllun Pensiwn y GIG. Os ydynt yn bodloni’r meini prawf penodol o ran oedran ac enillion, cânt eu cofrestru’n awtomatig i’r Ymddiriedolaeth Cynilion Cyflogaeth Cenedlaethol (NEST), sef darparwr pensiwn arall y sefydliad.
17. GWYLIAU BLYNYDDOL A GWYLIAU’r BANC
Mae’r flwyddyn wyliau rhwng 1af Ebrill – 31ain Mawrth a chaniateir pob gwyliau yn amodol ar y trefniadau sy’n berthnasol i’ch adran a chymeradwyaeth eich rheolwr.
Ar gyfer staff sy’n gweithio 37½ awr dros bum diwrnod yr wythnos, mae’r hawl i wyliau blynyddol fel a ganlyn:
Hyd y Gwasanaeth	Hawl i Wyliau Blynyddol
Ar ôl eich penodi gyda’r GIG	28 diwrnod ac 8 diwrnod Gŵyl y Banc
Ar ôl pum mlynedd o wasanaeth	30 diwrnod ac 8 diwrnod Gŵyl y Banc
Ar ôl deng mlynedd o wasanaeth	34 diwrnod ac 8 diwrnod Gŵyl y Banc
Ar gyfer aelodau o staff sy’n gweithio sifftiau ar wahân i 7½ awr ac eithrio seibiant prydau bwyd, cyfrifir yr hawl i wyliau blynyddol a gwyliau cyhoeddus cyffredinol fesul awr, yn unol â’r Cytundeb Cyfrifo Cymru Gyfan, er mwyn atal staff ar y sifftiau hyn rhag derbyn mwy neu lai o wyliau na chydweithwyr sy’n gweithio sifftiau safonol. Cyfeiriwch at Bolisi Gwyliau Blynyddol eich rheolwr.
Yn ystod y flwyddyn wyliau gyfredol, bydd gennych hawl i’r gyfran briodol o wyliau blynyddol llawn ar sail pro rata, gan ystyried nifer y diwrnodau o wasanaeth a gwblhawyd hyd 31ain Mawrth.
Yn y flwyddyn y byddwch yn ymuno â’r {employername.cy-gb} neu’n gadael, cyfrifir y gwyliau sy’n cyfateb i’r gwasanaeth a gwblhawyd yn ystod y flwyddyn wyliau.
Bydd gennych hawl hefyd i gael gwyliau banc â thâl, pro rata pan fo’n briodol. Pan fydd Dydd Calan, Diwrnod Nadolig neu Ddydd San Steffan ar benwythnos, neilltuir diwrnodau eraill fel arfer fel Gwyliau Banc.
Os yw rota eich sifft yn golygu eich bod yn gweithio ar Ŵyl y Banc, yna cewch eich talu yn unol â Thelerau ac Amodau Agenda ar gyfer Newid. Mae’n ofynnol ichi, ar gais eich rheolwr, weithio
Gwyliau’r Banc yn ôl yr angen.
Nid oes gennych hawl i drosglwyddo gwyliau na thâl cyflog i’r flwyddyn wyliau nesaf. Gallwch wneud cais yn ysgrifenedig i drosglwyddo gwyliau blynyddol hyd at uchafswm o 5 diwrnod (pro rata ar gyfer staff rhan amser). Gellir caniatáu hyn yn amodol ar gytundeb ysgrifenedig eich rheolwr ymlaen llaw. Ni wneir taliad gan y {employername.cy-gb} yn lle gwyliau sydd heb eu defnyddio ar wahân i pan ddaw cyflogaeth i ben.
Pan ddaw eich cyflogaeth i ben, os na fyddwch wedi defnyddio eich hawl lawn i wyliau a gronnwyd fel y cyfrifwyd hyd y dyddiad terfynu, byddwch yn cael y tâl gwyliau am weddill eich hawl a gronnwyd.
Pan ddaw eich cyflogaeth i ben, os byddwch wedi defnyddio mwy o wyliau na’r hyn yr oedd gennych hawl iddo fel y cyfrifwyd hyd y dyddiad terfynu, gwneir didyniad o’ch cyflog terfynol o ran unrhyw ordaliad a wnaed ar gyfer gwyliau.
18. SALWCH
Mae gennych rwymedigaeth i hysbysu eich rheolwr cyn gynted â phosibl, ac yn ddelfrydol cyn dechrau eich diwrnod/sifft gwaith arferol, am unrhyw absenoldeb dros dro oherwydd salwch neu fel arall er mwyn galluogi’r {employername.cy-gb} i drefnu staff llanw mewn argyfwng. Dylech geisio hefyd nodi nifer y diwrnodau y disgwyliwch fod yn absennol o’r gwaith oherwydd salwch.
Yn amodol ar y gydymffurfio â Pholisi Absenoldeb Salwch a gofynion hysbysiad statudol y {employername.cy-gb} (gellir cael manylion gan eich rheolwr) yn ymwneud â Thâl Salwch Statudol a Thystysgrifau Meddygol, bydd gennych hawl i gael taliad cydnabyddiaeth, gan gynnwys Tâl Salwch Statudol, fel y nodir ym Mholisi Salwch ac Absenoldeb y {employername.cy-gb}.
Bydd yn ofynnol ichi gwblhau ffurflen hunanardystio o ddiwrnod cyntaf y salwch. Os bydd eich absenoldeb yn parhau am fwy na saith diwrnod, bydd yn ofynnol ichi gyflwyno datganiad meddygol gan eich meddyg. Mae datganiadau pellach yn ofynnol os bydd y salwch yn parhau y tu hwnt i’r cyfnod a nodir ar y dystysgrif feddygol gychwynnol.
Bydd y {employername.cy-gb}, ym mhob achos, oni bai am achosion eithriadol, yn derbyn, drwy gyflwyno tystysgrif, bod hyn yn golygu nad ydych yn iach i wneud unrhyw waith, oni fydd Adran Iechyd Galwedigaethol y {employername.cy-gb} a’ch Meddyg Teulu yn ystyried bod cyfnod o waith eilaidd yn therapiwtig at ddibenion gwella. Mewn unrhyw amgylchiadau, mae’n rhaid ichi hysbysu eich rheolwr a chael awdurdod cyn gwneud unrhyw waith eilaidd hyd yn oed os yw eich meddyg teulu neu Ymarferydd Iechyd Galwedigaethol wedi awgrymu hynny neu gytuno ar hynny.
Os byddwch yn ymwybodol eich bod chi neu unrhyw aelod o’ch cartref yn dioddef o glefyd heintus neu hysbysadwy, dylech roi gwybod i’ch rheolwr ar unwaith.
Os canfyddir eich bod yn gwneud unrhyw waith arall yn ystod y cyfnod yr ydych wedi cyflwyno tystysgrif feddygol, tybir eich bod wedi bod yn ddigon iach i gyflawni dyletswyddau cytundebol, a’ch bod wedi profi hynny, drwy allu gwneud swydd arall.
Gellid ystyried bod hawliad o’r fath am dâl salwch yn dwyllodrus, a bod cyflwyno tystysgrif feddygol yn gamliwiad effeithiol. Gallai honiad o’r fath arwain at gymryd camau disgyblu a gallai arwain at ganfyddiad o gamymddwyn difrifol gan gyfiawnhau diswyddo diannod.
Mae’n ddyletswydd ar gyflogai sydd ar absenoldeb salwch u hwyluso’r broses o wella. Ystyrir bod cymryd rhan mewn gweithgareddau a allai oedi neu danseilio’r broses wella tra bydd ar absenoldeb salwch yn drosedd ddisgyblu ddifrifol.
Bydd talu tâl salwch yn amodol ar y gydymffurfio â’r darpariaethau uchod. Pan fyddwch yn gymwys i gael tâl salwch galwedigaethol, telir hawliadau yn unol â Thelerau ac Amodau Agenda ar gyfer Newid fel a ganlyn:
Cyfnod y Gwasanaeth	Hawl
Yn ystod y flwyddyn gyntaf o wasanaeth	1 mis cyflog llawn/2 fis hanner cyflog
Yn ystod yr ail flwyddyn o wasanaeth	2 fis cyflog llawn /2 fis hanner cyflog
Yn ystod y drydedd flwyddyn o wasanaeth	4 mis cyflog llawn /4 mis hanner cyflog
Yn ystod y bedwaredd a’r bumed flwyddyn o
5 mis cyflog llawn/5 mis hanner cyflog wasanaeth
Ar ôl cwblhau pum mlynedd o wasanaeth	6 mis cyflog llawn/6 mis hanner cyflog
Efallai y caiff eich cyflogaeth ei dirwyn i ben yn unol â Pholisi Salwch ac Absenoldeb y {employername.cy-gb} pan fo absenoldeb cyson neu barhaus yn effeithio ar effeithlonrwydd y gwasanaeth.
Ni thelir tâl salwch fel arfer am absenoldeb a achoswyd gan ddamwain o ganlyniad i gymryd rhan mewn chwaraeon yn broffesiynol, neu pan brofir esgeuluster cyfrannol.
Yn ystod eich cyflogaeth efallai y bydd eich rheolwr yn eich cyfeirio at Adran Iechyd Galwedigaethol y {employername.cy-gb} er mwyn cael barn feddygol. Os bydd gwrthdaro mewn barn feddygol, gallai’r {employername.cy-gb} gyfeirio’r mater at arbenigwr annibynnol sy’n gweithredu fel arbenigwr, ac wrth wneud hynny, rydych wedyn yn rhoi caniatâd i ddatgelu gwybodaeth o’r fath i’r {employername.cy-gb}.
Os na allwch ddod i’r gwaith oherwydd anaf a achoswyd yn gyfan gwbl neu’n rhannol o ganlyniad i weithred gan drydydd parti, y gwnaethoch honiad yn ei erbyn, gellir adfer unrhyw daliadau a wnaed ichi gan y {employername.cy-gb}, e.e. tâl. Nid yw hyn yn berthnasol i iawndal a ddyfarnwyd gan y Bwrdd Digolledu am Anafiadau Troseddol.
19. ARCHWILIAD MEDDYGOL
Mae eich cyflogaeth barhaus yn amodol ar gadarnhad o’ch addasrwydd i weithio gan Adran Iechyd Galwedigaethol y {employername.cy-gb} ac efallai y bydd yn ofynnol ichi gael archwiliad meddygol er mwyn cadarnhau eich addasrwydd parhaus i weithio.
20. POLISI CWYNO
Os bydd gennych gŵyn sy’n ymwneud â’ch cyflogaeth, fel arfer dylech hysbysu eich rheolwr a fydd yn cymryd y camau angenrheidiol ac a fydd yn dilyn y weithdrefn gwyno briodol (sydd ar gael gan eich rheolwr).
21. POLISI DISGYBLU
Os, am ryw reswm, nad yw eich perfformiad neu’ch ymddygiad yn foddhaol, bydd angen rheoli’r
materion hyn yn unol â Pholisïau a Gweithdrefnau Disgyblu’r {employername.cy-gb}
Os bydd achos o ‘gamymddwyn difrifol’ gallwch gael eich diswyddo’n ddiannod a gallwch golli eich hawl i roi rhybudd neu dâl yn lle rhybudd. Mae’r Polisïau a’r Gweithdrefnau Disgyblu yn cyfeirio at y person sydd â’r awdurdod i ddod â’ch cyflogaeth i ben ar gyfer materion sy’n ymwneud ag ymddygiad.
Cedwir yr hawl gan y {employername.cy-gb} i’ch gwahardd ar gyflog llawn er mwyn dilyn ymchwiliad i honiadau o gamymddwyn.
22. GWYBODAETH GYFRINACHOL
Mae’n rhaid ichi, bob amser, fod yn ymwybodol o bwysigrwydd cadw cyfrinachedd a diogelu’r wybodaeth a gawsoch wrth ichi gyflawni eich dyletswyddau. Bydd hyn, mewn llawer o achosion, yn cynnwys defnyddio gwybodaeth bersonol sy’n ymwneud â defnyddwyr gwasanaeth. Mae’n rhaid ichi drin yr holl wybodaeth, p’un a yw’n wybodaeth gorfforaethol, am y staff neu’r claf, mewn dull synhwyrol a chyfrinachol yn unol â Darpariaethau Deddf Diogelu Data 1998 a’r polisi sefydliadol.
◘	Os ydych yn ansicr ynghylch defnyddio neu rannu gwybodaeth am glaf, gofynnwch am gyngor gan Warcheidwad Caldicott y {employername.cy-gb}.
◘ Gallai unrhyw achos o dorri cyfrinachedd arwain at gamau disgyblu a gellir ei ystyried fel achos o gamymddwyn difrifol gan gyfiawnhau diswyddo diannod.
23. EIDDO SEFYDLIAD/BATHODYN PRAWF ADNABOD
Ar ôl dod â’ch cyflogaeth i ben neu, os gofynnir ar unrhyw adeg arall, bydd yn ofynnol ichi ddychwelyd unrhyw eiddo, cyfarpar, dillad, dogfennau neu eiddo arall sy’n perthyn i’r {employername.cy-gb}. Tra byddwch yn eu defnyddio neu yn eich meddiant, chi fydd y gyfrifol am gadw eiddo o’r fath mewn cyflwr da.
Am resymau diogelwch, ar ôl dod â chyflogaeth i ben, mae’n hanfodol eich bod yn dychwelyd eich bathodyn prawf adnabod i’ch rheolwr.
24. SEFYDLIADAU STAFF AC UNDEBAU LLAFUR
Mae’r {employername.cy-gb} yn ymrwymedig i weithio mewn partneriaeth ag undebau llafur ac mae hyn yn golygu bod y {employername.cy-gb} yn ymrwymedig i ddatrys problemau a gwneud penderfyniadau ar y cyd mewn partneriaeth â’r undebau llafur. Mae’r {employername.cy-gb} yn cymryd camau pendant i’ch annog i ymuno ag unrhyw undeb llafur neu gorff proffesiynol o’ch dewis chi; yn amodol ar unrhyw reolau aelodaeth a allai fod yn berthnasol i’r sefydliad. Gellir cael rhestr o undebau llafur cydnabyddedig naill ai gan yr Adran Adnoddau Dynol neu Gadeirydd Ochr y Staff. Gan fod yr undebau llafur yn cyd-drafod ar eich rhan, byddai’r {employername.cy-gb} yn eich annog i ddod yn aelod o undeb llafur cydnabyddedig.
25. CYFLOGAETH EILAIDD
Drwy gydol eich cyflogaeth gyda’r {employername.cy-gb} ni ddylech ymgymryd ag unrhyw gyflogaeth y tu allan i’r sefydliad sy’n cael effaith andwyol ar eich gallu i gyflawni eich gwaith neu a allai gynnwys defnyddio unrhyw wybodaeth gyfrinachol neu fasnachol sensitif a gawsoch yn ystod eich cyflogaeth gyda’r {employername.cy-gb}.
Os hoffech gymryd rhan mewn cyflogaeth eilaidd, mae’n rhaid ichi ddechrau trafod a chytuno ar hynny gyda’ch rheolwr. Ni wrthodir caniatâd oni bai bod eich cais yn afresymol. Bydd hyn yn sicrhau na chaiff eich swydd yn y {employername.cy-gb} ei chyfaddawdu.
Os bydd gennych unrhyw fudd neu berthynas gontractio ariannol gyda sefydliad arall, a allai effeithio ar bolisïau neu benderfyniadau’r {employername.cy-gb}, neu os bydd gennych fudd neu berthynas o’r fath yn y dyfodol, mae’n rhaid ichi ddatgan hyn wrth eich rheolwr yn ysgrifenedig.
26. HYRWYDDO AMRYWIAETH
Mae’r {employername.cy-gb} yn ymrwymedig i hyrwyddo amrywiaeth mewn cyflogaeth. Mae’n cydnabod nad yw gwahaniaethu yn dderbyniol a bod hyn er budd gorau y sefydliad a’r boblogaeth y mae’n ei wasanaethu i ddefnyddio sgiliau’r gweithlu cyfan. Caiff methu â chydymffurfio â’r Polisi Cyfle Cyfartal neu ei ddilyn ei drin fel camymddwyn o dan y Polisïau a’r Gweithdrefnau Disgyblu, a gallai arwain at ddiswyddo.
27. AFLONYDDU/URDDAS YN Y GWEITHLE
Ni fydd unrhyw fath o aflonyddu yn y gwaith yn dderbyniol. Caiff methu â chydymffurfio neu ddilyn Canllawiau Polisi Urddas yn y Gweithle Cymru Gyfan ei drin fel camymddwyn dan y Polisïau a’r Gweithdrefnau Disgyblu, a gallai arwain at ddiswyddo.
28. DARGANFYDDIADAU A DYFEISIADAU/PERCHENOGAETH GWYBODAETH
Mae’r {employername.cy-gb} yn dymuno pwysleisio mai eiddo’r {employername.cy-gb} yw’r holl wybodaeth a gynhyrchir yn ystod eich cyflogaeth ac mae’n parhau i fod felly, waeth beth fo’i darddiad neu bwy bynnag fo’r awdur.
Yn amodol ar ddarpariaethau Deddf Patentau 1977, y {employername.cy-gb} fydd yn berchen ar unrhyw ddyfais a wnaed gennych yn ystod eich cyflogaeth ac mae’n ofynnol ichi gydweithredu’n llawn â’r {employername.cy-gb} er mwyn ei alluogi i amddiffyn y ddyfais drwy lythyr, patent neu sut bynnag arall.
29. RHYBUDD TERFYNU
Mae’r rhybudd sy’n ofynnol ichi ei roi i’r {employername.cy-gb} ac y mae gennych yr hawl i’w gael o dan y contract, fel a ganlyn:
Bandiau 1-6
4
 wythnos
Bandiau 7
8
 wythnos
Bandiau 8 a 9
12
 wythnos

Y darpariaethau rhybudd ar gyfer Bandiau Cyflog 1-7 a amlinellir uchod yw’r cyfnodau rhybudd arferol. Fodd bynnag, nid yw’r darpariaethau hyn yn drech na gofynion rhybudd statudol {employername.cy-gb} sy’n ofynnol i’w darparu i weithwyr. Yn unol â hyd eich gwasanaeth gallai fod hawl gennych i gyfnod rhybudd hwy a byddwch yn cael rhybudd o 1 wythnos ar gyfer pob blwyddyn o wasanaeth a gwblhawyd hyd at ac yn cynnwys rhybudd o 12 wythnos ar ôl 12 mlynedd o gyflogaeth barhaus.
Mae’r uchod yn cyfeirio at y cyfnodau rhybudd y mae’n rhaid ichi eu rhoi; fodd bynnag, nid yw hyn yn atal unigolion rhag gwneud cais i gael eu rhyddhau’n gynharach o’u swydd. Mae’n rhaid i rybudd o’r fath fod yn ysgrifenedig ac wedi’i gyfeirio at eich rheolwr.
Os byddwch yn gadael heb roi rhybudd neu’n gadael heb gwblhau eich cyfnod rhybudd, heb ganiatâd y {employername.cy-gb}, mae’r {employername.cy-gb} yn cadw’r hawl i ddidynnu tâl diwrnod ar gyfer pob diwrnod nad ydych wedi’i weithio yn ystod y cyfnod rhybudd.
Noder: Nid yw hyn yn effeithio ar hawl y naill ochr i ddod â’r contract i ben heb rybudd oherwydd ymddygiad yr ochr arall.
Cedwir yr hawl gan y {employername.cy-gb} i dalu cyflog ichi yn lle rhybudd.
30. POLISI CHWYTHU’R CHWIBAN (DEDDF DATGELU ER LLES Y CYHOEDD 1998)
Os bydd gennych bryder bod rhywbeth anffafriol yn digwydd yn y gwaith a’ch bod am hysbysu’r {employername.cy-gb} yn gyfrinachol am hyn, cyfeiriwch at y Polisi Chwythu’r Chwiban, ac mae copi ohono ar gael gan eich rheolwr neu’r Adran Adnoddau Dynol.
31. CAMDDEFNYDDIO ALCOHOL, CYFFURIAU A SYLWEDDAU
Mae gan y {employername.cy-gb} bolisi ar Gamddefnyddio Alcohol, Cyffuriau a Sylweddau. Bydd yn ofynnol i’r staff arsylwi gofynion y polisi hwn, sydd ar gael naill ai gan eich rheolwr neu’r Adran Adnoddau Dynol.
32. POLISI DI-FWG
Gwaherddir ysmygu ac mae’n rhaid ichi barchu Polisi Di-fwg y {employername.cy-gb} bob amser. Mae copi o’r polisi hwn ar gael gan eich rheolwr neu’r Adran Adnoddau Dynol.
33. COLLI NEU NIWED I EIDDO PERSONOL
Ni dderbynnir unrhyw gyfrifoldeb dros golli neu ddifrod i eiddo personol.
34. RHOI GWYBOD AM NEWIDIADAU
Mae’n ofynnol ichi hysbysu eich rheolwr/Adran Adnoddau Dynol/yr Adran Gyflogres, yn ysgrifenedig, am unrhyw newidiadau i’ch amgylchiadau personol, er enghraifft, enw, cyfeiriad, statws priodasol rhif ffôn, manylion banc neu gymdeithas adeiladu ac ati.
35. IECHYD A DIOGELWCH/RHEOLI RISG
Mae Deddf Iechyd a Diogelwch yn y Gwaith etc. 1974 yn gosod gofynion ar y cyflogwr a’r cyflogeion. Gallwch gael copi o Bolisi Iechyd a Diogelwch y {employername.cy-gb} ar y Fewnrwyd neu gan eich rheolwr.
Mae’n ddyletswydd arnoch fel cyflogai i ofalu’n rhesymol am eich iechyd a’ch diogelwch chi a phobl eraill a allai gael eu heffeithio gan eich gweithredoedd neu’ch anweithiau yn y gwaith. Gallai methu â chydymffurfio â Pholisïau Iechyd a Diogelwch y {employername.cy-gb} arwain at gymryd camau disgyblu yn eich erbyn a allai arwain at ddiswyddo.
Mae’r {employername.cy-gb} yn ymrwymedig i amddiffyn ei staff, ei gleifion, ei asedau a’i enw da drwy broses rheoli risg effeithiol. Bydd yn ofynnol ichi gydymffurfio â Pholisi Rheoli Risg, Polisi Iechyd a Diogelwch a pholisïau cysylltiedig eraill y {employername.cy-gb} a chymryd rhan weithredol yn y broses hon, gan fod yn gyfrifol am reoli risg a chofnodi risgiau drwy strwythurau rheoli. Er mwyn gwella gofal cleifion, mae’n rhaid i bob gweithiwr iechyd proffesiynol sy’n darparu gofal clinigol fod yn rhan o archwiliad clinigol.
36. RHEOLI HEINTIAU
Mae’n ofynnol ichi fynychu hyfforddiant a deall materion rheoli heintiau gan eu bod yn ymwneud â’ch gweithle, ac felly’n eich galluogi i ryddhau eich cyfrifoldebau proffesiynol yn gywir i gleifion, aelodau eraill o staff, ymwelwyr a chi eich hun.
Derbyn
Rwy’n cadarnhau drwy hyn fy mod yn derbyn y penodiad hwn ar y telerau a’r amodau a amlinellir uchod ac a gynhwysir yn Safon Cynnal Busnes y {employername.cy-gb}. Rwyf wedi cadw copi o’r datganiad hwn er gwybodaeth.
ENW (LLYTHRENNAU BRAS):
_________________________________________
LLOFNODWYD
_________________________________________
DYDDIAD
_________________________________________
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