Appendix 1 to HSE HR Circular 001/2010

General Guidance on the process for the

Replacement of Vacancies* in Grades without delegated sanction

Any vacancies that arise in grades outside of those specified with delegated sanction from the general moratorium on recruitment and promotion will require the sanction of the relevant Regional Director of Operations prior to any requests to recruit to NRS or offers of appointments being made.  This will require in the first instance the necessary harvesting of posts and associated financial allocations prior to any sanction being granted.  To provide the necessary audit trail to ensure compliance with current Government policy on Public Service Numbers and Costs, business case must be developed at local service level and forwarded to the Area Employment Monitoring Group (AEMG) level and sanctioned or otherwise by the relevant National Director/National Corporate level/Regional Director of Operations (RDO) as appropriate.  The steps in the process are as follows:

1. Review and assess vacancy by Line Manager/CEO Voluntary Hospital/Voluntary Agency.

2. Decide if vacancy needs to be filled.  Can post be suppressed or left vacant?

3. Consider redeployment of existing staff and/or reorganisation of work.

4. Consider basis for critical clinical/service need.

5. Prepare request to go to AEMG.  To be supported by the relevant senior service manager in the Area.

6. AEMG to consider wider redeployment/reorganisation of work options.

7. If endorsed by the AEMG, RDO to sanction business case and forward a copy to the National Director, Integrated Services Directorate.

8. Business case format in line with suggested template attached:

a. Must address at a minimum the following issues:

b. Critical Clinical need.

c. Impact on service if not filled.

d. Additional live vacancy to be suppressed where warranted/appropriate to ensure adherence to requirement of moratorium on public service numbers and costs to reduce overall employment levels.  The cost of the post may require the suppression of more than one post.

e. Why redeployment and/or reorganisation of work not possible.  Reasons must be provided.

f. Confirmation that the filling of the post will not breach approved employment ceiling and budget allocation.  

9. Business case when complete and sanctioned must be attached to request to hire form and sent to National Recruitment Services to recruit (where appropriate).

10. Copy of sanction and business case to be also sent to Performance Management & Management Information, National HR Directorate – National Employment Monitoring Unit.

11. Report to NEMU when post is activated.

12. It should be noted that any sanctions for the filling of such replacements is on the basis that the job description and terms and conditions are in line with revised standard terms in the case of HSE recruitment.

Failure to provide a comprehensive and robust business case with the completed relevant request to hire form attached and with appropriate service manager sign-off will result in the business case not being considered by the AEMG.  The reasons why redeployment of staff and/or reorganisation of existing work are not an option to address vacancies in grades without delegated sanction must be  fully addressed in the business case to be signed-off at AEMG level before RDO sanction can be applied. 

*  This process shall also apply to instances where new posts are being created, outside of new approved and funded service developments as provided for in National Service Plans, and which will not be the subject of an adjustment to the overall approved employment ceiling.

HSE Business Case Form to be sent to Area Employment Monitoring Group- Seeking approval/sanction by Regional Director of Operations to recruit Posts/Grades without Delegated Sanction from the General Moratorium on Recruitment and Promotion

	Please attached relevant Request to Hire Forms A or B as appropriate

	SPECIFIC POST REQUESTED (Line Manager/CEO Voluntary Hospital/Voluntary Agency Completion)

	Post/Job title/grade and location (per Request to Hire Form attached)
	
	 

	Clinical or Critical Need and/or Development Initiative


	 
	 

	Impact on Frontline Services if not approved


	 
	 

	Details on Live vacancy or Post(s) Suppressed  (required harvesting of posts and funding for grades without delegated sanction)


	Name
	 

	
	Grade
	 

	
	Date Left
	 

	
	Location
	 

	
	Annual Basic Pay
	 

	Why Redeployment or reorganisation is not possible within the location (must show clear evidence why not possible)
	Line Manager/CEO


	

	Why Redeployment or reorganisation is not possible within the HSE Area
	Regional Performance and Recruitment Manager


	

	Why Redeployment or reorganisation is not possible within the HSE
	Regional Director/National Corporate Assessment
	 

	Any other relevant comments/information
	As appropriate


	

	Recommended/Not Recommended  - Regional Director of HR     Regional Director of Finance

Signature                                                        Date:                           Signature                                                    Date:

	To be Completed by Regional Director of Operations

	HSE ________AEMG – KEY PRINCIPLES
	 
	 

	1) Operate within its existing approved HR Ceiling
	Regional Director of Operations
	 

	2) Operate within its existing approved Finance Budget
	Regional Director of Operations 
	 

	3) On target to reduce management Admin Grades by 3%
	Regional Director of Operations
	 

	4) On target with Internal Cost Reduction / VFM Targets
	Regional Director of Operations 
	 

	Sanctioned by RDO
	Yes/NO

	Signature and date of RDO
	                                                                                        Date: 

	Comments by RDO as appropriate to accompany sanctioning of post – to include any additional requirements to be met before the post can be activated. 
	


