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Section 1 — Introduction to the Consultant Post Matching Module &

Doctors Integrated Management E-System (DIME)

The Consultant Post Matching Module was rolled out nationally in 2017. This Module gives
NDTP the ability to create Consultant posts approved by the Consultant Applications Advisory
Committee (CAAC) on DIME. Employers are then able to assign Consultants to their respective
posts. The recording of all posts allows for more accurate reporting at local and national level
and helps to inform workforce planning decisions.

DIME is a quadripartite system which encompasses National Doctors Training & Planning, the
Irish Medical Council, the Postgraduate Medical Training Bodies and Clinical Sites. The DIME
system continues to be upgraded and developed on an on-going basis and currently consists
of seven separate modules.

Currently there are approximately 600 service users that have access to some or all the DIME
modules. These service users include Medical HR Staff, Postgraduate Medical Training Bodies
and Occupational Health Departments.

DIME Access Forms

In order to gain access to the DIME system an access request form including a declaration is
completed by each employer/clinical site employee agreeing to the terms of use of the system.

System Access Request Forms for Medical Manpower / HR in Clinical Sites, Community Health
Care Organisations and Hospital Groups. Completed forms should be scanned and returned by
email to the DIME Team dime.team@bhse.ie

The DIME System can be accessed from any PC, Laptop via the latest version of Internet
Explorer or Google Chrome. Please note that Firefox browser is not compatible with the DIME

System.

The DIME System is secure and protected by a Secure Socket Layer (SSL) certificate. The
browser displays a padlock symbol which means there is a secure connection; data transferred
over the internet is encrypted and not visible to third parties. This technology is used e.g. for
Internet Banking/Credit Card transactions. For security reasons DIME Users should not
allow the browser to save their password.

If you have forgotten your DIME Password please email the DIME Team via email
dime.team@hse.ie
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Section 1 - Search for a Post

1.1 Searching for a Post by Post Reference Number

If the user knows the post reference number, this is the most efficient way of searching for the post.
Click on the Consultant Post Matching Module and click on Posts:

NCHD Post Matching ¥ Post « L5 Assignments
Consultant Post Matching  Ref #

| —

s

MPs # Clinical Site

=

Reports

2

Systam Config

Enter the post reference number in the reference number field and click on the magnifying glass
beside this field or hit return to display the post details.

MCHD Post Matching # Post [ Assignments
Consultant Fost Matching | | Ref &: Clinical Site: Hospital Group/CHO: HSE Ragion: Rating:
Ea C ™ [-ALL- ~ | [-ALL- w | [-ALL- vOnduon ®
Medical Discipline: Spedialty: Sub-Specialty: Special Interest:
Fosts [--ALL-- w|[-ALL-- v | [—ALL— v | [-ALL-- v
MPs # Clinical Site Spacialty Subspecialty Postholder Stat)
E Mo data ko display
Reparts
&
System Config
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1.2 Searching for a Post without a Post Reference Number

The user may search for a post using any one or a combination of the following parameters:

* Clinical Site
* Hospital Group / CHO

*+ HSE Region
* Medical Discipline
* Specialty

*  Sub-Specialty
* Special Interest

Select the relevant details from the drop down lists and hit return or click on the magnifying glass.

NCHD Post Matching #rost ~ L Assignments
Consultant Post Matching | | Ref #: Clinical Site: Hospital Group/CHO: HSE Region: Rating:
- [—ALL-- | [—ALL-—- v | [—ALL—- viondnon =) k4
Ea Medical Discipline: Specialty: Sub-Specialty: Special Interest:
HES [—ALL-- v
s # dlinical Site Specilty Subspecialty Posthalder Stat
E Ha data to display
Reports
System Config

To search by Specialty, Sub-specialty or Special Interest, the appropriate Medical Discipline must
first be selected.

The system will display a maximum of 300 posts using this search screen. 15 posts will be
displayed in the display pane at a time. The user can move from one page to the next using the
arrows at the end of the pane.

Please note the search screen will only display posts for which the user’s site is recorded as the
principal clinical site. To see posts where the user’s site is recorded as one of the other clinical
sites but not the principal clinical site please run a report and all posts will be displayed. Please
see Section 5 for guidance on how to run reports.
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Section 2 - View Post Details

2.1 View Post Details in Main Search Screen

Double click on the relevant post and the post details will display in the lower portion of the

screen.

NCHD Post Matching

Consultant Past Matching

R

&

Reports

e

System Config
NER
cap
OH Module
Training Supports
CCERS.
Common

Logged in As
&
O Logom
System Version

4.2.7

#rost ~» | B Assignments
Ref #

I

# Clinical Site
L

Page 1 of 1 (8 items) 1

Post Details

Id
Principal Clinical Site

WTE

Approval

Status

Date of First Approval
CAP Post Type

Letters OF Approval
Details 1
Discipline
Sub-specialty

Post Title

Details 2
Contract Class
Contract Hours

Other Details
Academic Grade
Grade

Status Change Date

Clinical Site: Hospital Group/CHO:

HSE Region:

C

| [-ALL--

| [--ALL— ~]

Medical Discipline: Specialty:

[--ALL—- | [-ALL--

Spedilty

Subspecialty

Approved

08/07/2021

View

Consultants' Contract 2008

30.00

Mot gt

08/07/2021

Sub-Specialty:
~ | [=Au— ~

Postholder

Date Post Created

Principal Site Commitmant

Post Ref #
Date of Last Approwe
CAPID

Specialty
Special Interest

Mational Grade Code

Contract Type
Post Capacity

Post Type
Comments

Post Sub-status

Rating:
On0non
Special Interest:

—ALL—

~NOTSgt-

39.00

Mot St

~NOTSgt-

None

1015

Typea
30.00

unapproved
~Not Set-

Unmatched

2.1 Setting Consultant Post Sub-Status as Vacant

The default Status for Consultant Post will always be Unmatched and will only update to Filled when an

MP is matched to same or Vacant when a post has been marked as Vacant.

Functionality exists to mark a post as vacant.

Steps to mark a Post as Vacant

Navigate to the Consultant Post Matching Section, Select the Posts icon and under the ‘Post’ dropdown
button, choose Mark as Vacant

NCHD Post Matching ot w10 fssignments
Consultant Post Matching gb Mark 2c Vacnt Clinical Site:
E; % Add post HSE NDTP
& Updat= Post Medical Discipline
Posts —ALL--
13 Suppress/Reactivate | ALL
E G Dalete Post K
MPs # Clinical Site
HSE MDTP
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Section 3 - Consultant Details

3.1 View Consultant Details

Users may view consultants that are registered with the Medical Council by clicking the medical
practitioner MPs button on the left hand menu. The following screen will appear:

&

Posts
MPs.
Reports

=

MCHD Post Matching
Consultant Post Matching

System Config

L‘“‘. Assignments

MC Ref #:

&4 View MP Details

Forename:

Last Name:

Reg. Type:

[

v

Forename

Last Name

Reg Type

Reg

Mo data ko di

Users may search for a consultant using their Medical Council reference number or name.

To search by Medical Council reference number, insert reference number and click magnifying

glass or hit return.

To search by name insert forename and/or last name and click magnifying glass or hit return.

A list of all consultants that meet the criteria will appear as follows:

Gonsultant Post Matching | |0

Forenar

NCHD Past Matching & nssignments & View MP Details

me:

Last Name:

Reg. Type:

| [~ALL- ~l

Ei [

Posts

= e o

7
k]
[

g

Page 10f 15 (300 items) < 1| 2

Last Name:

Reg Stat

Post Ref

Last import: 15/07/3

Address

Double click on the relevant consultant and their details will appear in the lower portion of
the screen. To view further details, click the view details button.

V]2

& Assignments &, View MP Detzils
MC Ref #: Forename: Last Name: Reg. Type:
] [ | [—ALL—-
# Foraname Last Name Reg Type
= Specialist Registration
i Specialist Registration
Page 1 of 15 (300 items) 1234567 . 13 1415 2>
P Derais
MC Reg #
Address
Registration Type Specialist Registration
Alias Mot Set—-
Date of retirement
Assignments
& Clinical site Fost ref # Tenure Start Date
iz Datails — Permanent 01/11/2010

Reg Stat

Active

Name
Sex
Registration Status

Conditions Attached

Status

confirmed

Post Ref

Riale
Active

No

Reg Status

Employment Status

In Fost
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The view details button displays the following screen:

MP Details

Registration Number:
Mame:

Address:

Sex:

Registration Date:
Registration Type:

Primary Qualification:

Mals

Specialist Registraton

* sbbreviation: -

* Descriptio -

* abbreviation: . _

* Description: |

* Umiversity: ©

* OOMFERRAL Late:(

Additional Qualifications:

* speciality -
* Dawision:; -~
* From Date:

Specialist Division of the
Register:

3.1 Assigning a Consultant to a Post

To assign a consultant to a post search for and select the Consultant and click on the
assignments button.

NCHD Post Matching A5 Assignments 1 View MP Detsils
Consulkant Post Matchi
suitEn s MC Ref &: Forename:
Posks
@ = Forename
Page 1 of 15 {300 items) 12 3 456 7
MPs
The following screen appears:
Manape Assignments =
Post # (leave blank to searchl: [ | [ craste 3 Close Y]
Post # Clinical Stz Grade StartDate | End Date Employment Stal Assig

Consultant In Post

100 @

Edit | Confirm| Delete

Page 10f 1 (1 items) 1

WP Details | view Details |

MCReg # Mame

Address Sex

Registration Specizlist Registration Registration nctve
Type Status

Alias Mot 3t Conditions Mo

Attached
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If the post reference number is known insert in the post # field and click create (see above). The
following screen appears:

Match MP to Post -0
Post Details -i.-"
Site Grade Consultant
Speciality Sub-Speciality i
Special Interest MNons Ref &

MP Details

Mame o - MP Ref § - -

Birth Date * I:lE Retirement I:lE
Date *

Mote that the systern automatically calculates retirement date &t age 65, but this may not be oorrect as
the retirement date depends on when the individual entered the pension schems.

Assignment
Tenure * [—Select-- | Grade* [ -select-- hed
Contract Class * | —Seledt— | Contract Type * | —Select— hd

sartDate* [ | End Date 1

Warking Hours

Clinical Site Approved Actual WTE
Working Hours  Commitment
0.00 e |20 0.00

Confirm Take up

Take up * [ Pending | Reason for [ -select-- b
leaving

If the post reference number is not known click the create button:

Post # (leave blank to search): |:| &= Create M Close

The following search screen appears:

Post S=anch -] 3
&5 Salect ¥ Cancel i
Ref #: Clinical Site: Hospital Group/CHO: H5E Region:
S T w | [ --ALL-- w |[--ALL-- v |2 ®
Medical Discipline:  Specialty: Sub-Specialty: Special Interest:
[—ALL-—- v |[—ALL-—- v |[—aL-—- v | [—ALL— o
# Clinical Site Specialty Subspacialty Fostholder Rati
Mo data to display
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A user may search for a post using any one, or a combination of the following parameters:

» Clinical Site
* Hospital Group / CHO

*+ HSE Region
* Medical Discipline
* Specialty

*  Sub-Specialty
* Special Interest

Select the relevant details from the drop down lists and hit return or click on the magnifying glass.
Click on the relevant post and click the select button.

Past Seanch

&% salect ¥ Cancel

Ref #: Clinical Site: Hospital Group/CHO: H5E Regi
[ 5 [AL- v [~ALL- v [~aiL-
Medical Discipline:  Specialty: Sub-5ped
[--ALL-- w ][ —-ALL-- & || —ALL-—-

The following screen appears

Match MP to Post =0 X
Post Details .i,-'
Site Grade Conzultant
Speciality Sub-Speciality f
Special Interest MOnE Ref &

MP Details

Mame o - MP Ref # - -

Birth Date * |:|E Retirement :lm
Date *

Mote that the system automatically calculates retirement date at age 65, but this may not be correct as
the retirement date depends on when the individuzal entered the pension scheme.

Assignment
Tenure * [—Select—- | Grade* [ --Select-- e
Contract Class * | -—Gelect— | Contract Type * | —Select— W

sartbate* [ |[F End Date 8

Working Hours

Clinical Site Approved Actual WTE
Working Hours  Commitment
0.00 o |3%00 0.00

Confirm Take up

Take up * [Pending | Reason for [ --Select-- e
leawing

10
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The following fields should be populated using the drop down lists and then click the save button:
» Date of Birth
* Retirement date populates automatically
+  Tenure
* Grade
» Contract Class
» Contract Type
« Start Date
*  Working Hours
+  WTE populates automatically
+ Take Up

The date of birth should be input in the format DD/MM/YYYY or select date from calendar.

When the date of birth is input hit the tab button on the keyboard and the retirement date will
automatically populate to age 65. This can be overwritten by the user if required as the retirement
date will depend on the date the consultant entered the public service and / or any breaks in
service. Hit the save button.

The following screen will then appear:

Post # (leave blank to search): |:| &2 Create P Close i
Post Clirnical Site Grade Skart Date End Date Employment Stat Assic

Edit | Confirm| Delste Consultank ] T Ended 0.0% ﬂ

Edit | Confirm| Delsts Consultank e Endad 0.00 ﬂ

The user must click on confirm to ensure that the consultant is placed in the post. Users may edit
an assignment by clicking on the relevant options.

Note that it is possible to assign more than one person to a post, provided the total WTE does not
exceed the post WTE.

If a Consultant is matched to a post where the start date of the Consultant in the post is before the
most recent approval date for the post the following screen will appear:

Message from webpage

~ ‘| Start date predates most recent approval letter. Do you wish to
' proceed?

OK ] [ Cancel

11
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To continue to match the Consultant to the post click the ok button. It is important to ensure that
the employment status is correct. For example, the Consultant may have been in post in a locum
capacity until the approval date and then changed to a permanent contract. This instance would
require two separate matches indicating the different employment statuses:

Mg onmtant S - L2 Asgoen Ly
Cirnlae e Chracal Ste Nenpitsl e up/ N0 " Argem Rating:
a > e . A . m - 9L 0 @r D 4
Nete sl (e aghome gty gy oerhal woereel
L] s -
[ . Oous See Soaluty SO LW, Pantuide Suatus atre
- o
° '
(=
Tee= (i I
NER
J Commes l-
_ e [+
120t 1 As
s ©
T
9 oot Pag0 19 10 (106 term) 133+ RT eI
e Ve Comtract Clane Comaattants’ Condract 2008 Comroct Type Tytm 2
Contimt Nowre »w Pt Capecity Moo
Other Detals
Acadermic Grude Mot St Pont Type
O ade Comauttans Covremwrry
Seaten Change Oute 340 ° Poxt Sud-ttatus
Arugeeentt
. Soodady  Meme o | o i
e e @ =
- Nersszizg Trass @
To cancel matching the Consultant to the post click the cancel button.
12
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3.2 Editing a Consultant Post

To edit a post, highlight the relevant consultant, click on assignments and select manage
assignments.Select edit

Manaps As=ignments =1

MP # (leave blank to search): I:l & Create ¥ Close i

Specialt Name |MC# | Grade StartDste | EndDate | Stahs RegStat | Employr Assic

Edit | Confirm| Delete 1 N .| Consule 7" ’ Pending Active End=d | 0.00 & 9

3.1 Ending a Consultant’s Assignment in a Post

To end a consultant’s assignment in a post, highlight the relevant consultant, click on assignments,
select manage assignments and select edit.

Manaps Assignments =

MP # (leave blank to search): I:l & Create W Close iy

Specialt Name |MC# | Grade StartDste | EndDate | Status RegStat | Employr Assic

Edit | Confirm| Delete 1 I .| Consulz 7" ’ Pending Artive Ended | 0.00 @ N

The following screen appears:

Last Name: Immnwmpou - x

= _|| Post Details i -0 x
Post ¥ (leave blank §/ Site Grade Consultant )

Speciality Sub-Speciality

Special Interest None Rel®

MP Details [t Staty Assk

pe|| Name MP Ref & 0.00 °
Birth Date * ‘ == CJ Retirement ' — D
Date *

Note that the system automatically calculates retirement date at age 65, but this may not be
correct as the retirement date depends on when the individual entered the pension scheme.
Assignment
Tenure * Permanent ] Grade* Conssdtant vl

Contract Class * | Consultants’ Contract 1997~ | Contract Type * | Category 2 ~1]

Start Date * o2/01/199  |[7] [0

Working Hours
Clinical Site

Beaumont Mospital

Page 1 of 1 (1 items

MP Detalls | View
MC Reg #
Address

Reglstration Type

Allas

Confirm Take up

Take up * Confumaed Reason for --Select— ~]
leaving

13
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The user should input an end date, reduce the working hours to zero and input the reason for leaving.
Click the save button to save any changes.

3.2 Matching a Locum Consultant to a Post
Locum appointments may be made in the following circumstances:

* When the permanent post holder is on a period of leave, e.g.: maternity leave, sick leave,
unpaid leave, leave of absence, career break etc.

* When the permanent post holder is seconded to another role on a temporary basis, e.g.:
clinical programme lead, clinical director, etc.

* A permanent post holder has been appointed to the post, but has not yet commenced
employment.

Circular 21/2015 sets out the conditions and process by which permanent consultant posts may
be filled with locum appointments or temporary appointments. The circular is available at:

http://www.hse.ie/eng/staff/leadership _education development/met/consultantapplications/docl
/hse hr circular 021 2015.pdf

To manage situations where a locum consultant may be employed to cover for the permanent
consultant who is the post holder, when matching the locum consultant to the post on DIME users
should reduce the post occupancy of the permanent consultant as appropriate.

Match MP 1o Post el
Post Details i
Site Grade
Speciality Sub-Speciality
Special Interest Relwn
MP Details
Name MP Rel ®
Bicth Date * D] Retirement [:_]

Date *

Note that the system automatically calculates retirement date at age 65, but this may not be
correct as the retirement dote depends on when the individual entered the pemion scheme,

Assignment
Tenure * ~1 Orade* Consitant ~1
Contract Class * w1 Contract Type * Typut ~]
Start Date * 1 tod Date )
Working Mours
Clinical Site Working Hours  Commitment wie <
- S| 29.00 0.00
aﬁ S -
S 10.00 0.00
v
Conflem Take up
Take up * Coeirmmend v | Reason for Selnce v]

leaving

14
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This will allow the permanent consultant to still be recorded in the post, but will also allow users to assign
another consultant on a locum basis to the post (note: the combined post occupancy for a given post
cannot exceed 1.0).

180G Assgnments -0 x
MP & (leave blank to search): c‘; Create ” Cose i
Specaky Name NC = Grade Start Date  End Date Status Reg Stat  Employment ¢ Assg
£og Dekte Consutant 22/08{2016 Confrmed  Actve Not Started  1.00 ° g
Ede Delate Consukant  10/08/2016 Confrmed | Actve In Post 0.00 @
15
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Section 4 — Reports

4.1 Accessing Reports

The report section can be accessed by clicking on the report button on the left hand screen

MCHD Post Matching

Consultant Post Matching | | Select Report: | -Please Select--

v %
(e

Posts

&

MPsz

=

Reports

The relevant report can be selected from the drop down list:

Consultant Numbers by Medical Discipline Report

Provides the numbers of consultants employed in the various medical disciplines. It
includes the number of posts, numbers of consultants, hours and WTE.

¢ Consultant Employment Details Report

Provides details of the consultants employed and the breakdown of the working hours and
WTE across the relevant sites.

Consultant Post and Occupancy Report

Provides details of all consultant posts and the consultants employed in them.

MNCHD Post Matching

Consultant Post Matching | | Select Report:

Consultant Pest and Ocoupancy Report
Consultant Employment Details Report

Consultznt Mumbers by Medical Discipline Report
ConsultzntEstzblishment

ConsultantEmplayment

Posts
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4.1 Consultant Numbers by Medical Discipline Report
This report displays a summary of the numbers of consultant posts and consultants employed by
the organisation (includes both posts where the organisation is the principal employer or where

the organisation is another clinical site).

Select the report from the drop down list and the following screen will appear:

Select Report: | Consultant Humbers by Madical Discipline Report v %
Employment Dat=  [15/07/2021 00:00:00 | O murL Date Post Created  [15/07/2021 00:00:00 | Cinue
Approval Status All w Group by Total W
Cliriczl Site |#rea 3 MHS - 5t James’s, Ashlin Centr| | Clinical Sit= Type | Group, HSE, HSE Funded Hospital, HSI| |
Huspitzl Group/CHO |BreastCheck, Children's Health Irelan !ﬂ Division [Acute Services, Ambulance Services, Ilﬂ
Hespital Acuity [Mental Health, Model 2, Model 3, Mud-lﬂ Medical Discipline | Anaesthesiology, Emergency Medicinelﬂ
Specialty |Anae5l||esinlogv, Biochemistry, Cardil!ﬂ Sub Specialty |Adu|l Psychiatry, Anaesthesiclogy, Bi'l.ﬂ
Specizl Interest |Breast & Endocrine Surgery, Breast R:l_ﬂ

The following report parameters can be set before the report is run:

+  Employment Date - This date allows the user to run a report that will show the consultants
employed in posts on or before this date. It will default to today’s date.

« Date post created — This date allows the user to run a report that will show posts that were
created on before the date selected here. It will default to today’s date.

* Approval status contains the following three options o All (meaning both approved and not
approved posts) o Approved o Not approved

* Group By Field gives the following options:
o Total — gives totals only o Clinical Site — gives separate rows for each clinical site,
breaking down the figures for each clinical site
o Hospital Group/CHO - gives separate rows for each hospital group/CHO, breaking
down the figures for each hospital group / CHO.

o Division — gives separate rows for each division breaking down the figures for each
division.

* Clinical Site — Drop down menu allowing the user to select clinical sites the user has access
to. Defaults to all sites user has access to.

* Hospital Group / CHO - Drop down menu allowing the user to select Hospital Group / CHO
which user has access to. Defaults to all Hospital Groups / CHOs the user has access to.

» Division — Drop down menu allowing the user to select Divisions the user has access to.
Defaults to all Divisions.

* Hospital Acuity — Drop down menu allowing the user to select Hospital Acuity levels the user
has access to. Defaults to all.

* Medical Discipline — Drop down allowing user to select Medical Disciplines. Defaults to all
medical disciplines.

» Specialty — Drop down menu allowing the user to select Specialities. Defaults to all
specialties.

* Sub-specialty — Drop down menu allowing the user to select sub-specialities. Defaults to all
sub-specialties.

+ Special interest — Drop down menu allowing the user to select special interests. Defaults to all
17
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special interests.
* Once user has selected parameters click view report button.

The following screen will appear and the user can export this report to excel by clicking on the disc
icon and clicking ‘excel’:

Select Report: | Consultant Humbers by Medical Discipline Report |

Employment Dete  [15/07/2021 00:00:00 ] O oL Date Post Created [ 15/07/2021 00:00:00 |
Approval Status All W Group by Total W

Clinical Site [Area 3 MHS - St James’s, Ashlin Centr| + | Clinica] Sit= Type | Group, HSE, HSE Funded Hospital, HsI| +
Haspita| Group/CHO [BreastCheck, Children’s Health Irelan | | Division [Acute Services, Ambulance Services, 1]+
Hespital Acuity |Men‘ta| Health, Model 2, Model 3, Mudlﬂ Medical Discipling |Anaesth5iolog|r, Emergency Medicin(l w
Specialty [Anaesthesiclogy, Biochemistry, Cardi « | Sub Specialty [Adult Psychiatry, Anaesthesiclogy, Bit|
Specizl Intzrest |Breast & Endacrine Surgery, Breast R:l_ﬂ

W 41 Jef27 b b @ [ |FndiNex M= 3
Consultant Numbers by Medical Discipline Report

Group by: Total
Employment Date: 1507/2021
Approval Status: All

Date Post Created: 15/07/2021
Clinical Site: All
Clinical Site Type: All
Hospital Group/CHO: All
Division: All
Hospital Acuity: All
Medical Discipline: All
Specialty: All
Sub-Specialty All

Special interest: All

Report Run Date & Time: 1507/2021 12:25

An option will be given to open, save or cancel the report:

Faiase faxl the renet o the meat poge

q D0 phos a o000 cpmt o i e ComssBant Mambens by Modiod Do pree Report oy b 10 14602 277 Cpee
P ——
-—

8 |50 ali=

L

Depending on your browser it might look like:

R Cormsitan v sis ) X Shiow il SUailoads.

When you open the report in excel the first sheet of the excel document will detail the report
parameters selected by you and the second sheet will contain the details of the report.

18
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Click ‘Sheet 2’ to display the report detail.

1Consultant Numbers by Medlcal D|s¢:|pllne Report

Group by: Total
Employment Date: 15/07/2021
Approval Status: All

Date Post Created: 15/07/2021
Clinical Site: All
Clinical Site Type: All
Hospital Group/CHO: All
Division: All
Hospital Acuity: All
Medical Discipline: All
Specialty: All
Sub-Specialty All
Special interest: All

Report Run Date & Time: 15/07/2021 12:28

» #| Sheetl Sheet2  ¥J

Sample report grouped by total:

Approval Status: All

g Anaeﬁhewoloq Anaesthesiology

Pain Medicine

NDTP

Total Medical Specialty Sub specialty Special No of Posts No of
cipline interest consultants
Employed

Total post Total Post Total

Hours WTE Approved
Working
Ho

Intensive Care
Medicine

None
Paediatric
Anaesthesiolog

Pain Medicine

Total
Paediatric None
Anaesthesiology Total

Pain Medicine
Total

Total
Assignment

19




I.

The reports grouped by clinical site, hospital group and division follow the same format as the
above.

The sorting within each report is by principal clinical site.

To filter or apply a sort to the report, the entire report must be selected first, otherwise the filter or
sort will not work correctly. The report can be selected by clicking on the blue box at the top left of
the report as shown below.

o e caaim - toma - ~

Ars B 3 eeas tast — h: Bt B e o »
, ®JiN » A BEE EE Ui Wow s Uy e -

Column headers from the report are defined as follows:

* Approval Status: The first line will show the approval status of the posts selected — All, Approved,
Not Approved.

* The first column will depend on the group by option selected. Can be total, clinical site, hospital
group / CHO or division.

* Medical Discipline — The discipline of the post, e.g. Medicine, Surgery, Radiology, Anaesthesia etc.

* Specialty — The specialty of the post, e.g. General Medicine, General Surgery, Neurosurgery etc.

* Sub Specialty — The sub specialty of the post.

* Special Interest — The special interest, where applicable for the post.

* No of posts — Counts the number of posts in current group item as of the selected date for each
medical discipline, specialty, sub-specialty and special interest.

* No of Consultants Employed — Counts the number of consultants employed in current group as of
selected date for each medical discipline, specialty, sub-specialty and special interest.

* Total Post Hours — Sums the posts commitment in grouping for each medical discipline, specialty,
sub-specialty and special interest.

e Total Post WTE — Sums post WTEs in current group for each Medical Discipline, Specialty, Sub-
specialty and Special Interest as of selected date.

* Total Working Hours — Sums working hours from assignments in current group item and selected
employment dates for each medical discipline, specialty, sub-specialty and special interest.

* Total Assignment WTE — Sums assignment WTE from assignments in current group item and
selected employment dates for each medical discipline, specialty, sub-specialty and special
interest.

* Note that if a post is spilt across multiple sites it will show the totals relating to the site you
have access to or have set in the parameters.
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4.2 Consultant Employment Details Report

This report gives a list of all consultants who are assigned to a post and details of the post that they are
assigned to. This includes all clinical sites linked to that post.

Posts that do not have a consultant matched to them will not appear on this report.

Select the report from the drop down list and the following screen will appear:

NCHD Past Matching )
Cansultant Post Matching s [ Consuleant Details Report v %

E-( Employment Dtz [15/07/2021 00:00:00 OnuL  postidensifier [ ] -
4 [View Report|
Cliical Sit= Type [Group, HSE, HSE Funded Haspital, HS1[ v |

Clinical Site
Fosts

Hospical Group/CHO  [Bre

@ Hospial ity

MPs

& (A 2z b M e [ emdines WS E
s Consultant Employment Details Report

Post Identifier:

System Config
Employment Date 1510772021

R Clinical Site: an

= Clinical Site Type: A

OH Module | Group/CHO: Al
Training Supports Din n: Al
coeRs Hospital Acuity: an

Report Run Date & Time: 15/07/2021 12:37
Common

Logoedin &

The following parameters can be set:

*  Employment Date - This date allows the user to run a report that will show the consultants
employed in posts on or before this date. It will default to today’s date.

* Post Identifier — optional field, does not have to be completed. Can insert the post reference
number if you wish to run a report on a particular post.

+ Clinical Site — Drop down menu allowing the user to select clinical sites which the user has
access to. Defaults to all sites the user has access to.

+ Clinical Site Type - This change is to add additional field to Report search criteria for all
Consultant Post Matching Module Reports in DIME. Field will have drop down list with seven
options: Academic, Group, HSE, HSE Funded Hospital, HSE Hospital, HSE Hospital — Section
62, and Other. Additionally, Clinical Site Type will appear as a new column next to Principal
Clinical Site, Other Clinical site 1 etc. in Consultant Employment Details Report and
Consultant Post and Occupancy Report.

* Hospital Group / CHO — Drop down menu allowing the user select Hospital Group / CHO
which the user has access to. Defaults to all Hospital Groups / CHOs user has access to.

« Division — Drop down menu allowing the user to select Divisions the user has access to.
Defaults to all Divisions.

» Hospital Acuity — Drop down menu allowing the user to select Hospital Acuity levels the user
has access to. Defaults to all Hospital Acuity levels.

Once parameters are set click on view report and the following screen will appear. The user
exports this report to excel by clicking on the disc icon and clicking ‘excel’.
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An option will be given to open, save or cancel the report:

Feane faxd the rrpeaet oo the met poge

P
q D0y a #0050 comt o it Comsant Mambens by Mot Dl priee Report s b 10146602 27 Coer
P ——

8 [ S lead]

Depending on the user’s browser it might look like:

8 Conmaant b sl ‘) 2 itew sl dostikass. ¢

o=

When the user opens the report in excel the first sheet of the excel document will detail the report
parameters selected by the user and the second sheet will contain the details of the report.

Click ‘Sheet 2’ to display the report detail.

A C E |
. | |Consultant Employment Details Report
2z
:
5 Post Identifier:
6 Employment Date 15/07/2021
7 |Clinical Site: All
g |Clinical Site Type: All
9 Hospital Group/CHO: All
10 |Division: All
12 |Hospital Acuity: All
14 |Report Run Date & Time: 16/07/2021 12:37
16
17 Please find the report on the next page...
18
19
20
21
22
23
24
25
26
27
28
i 4 » ¥| Sheet1 /Shestz , 7d
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The sorting within each report is by principal clinical site.
To filter or apply a sort to the report, the entire report must be selected first, otherwise the filter or
sort will not work correctly. The report can be selected by clicking on the blue box at the top left of
the report as shown below.

A B C D E F G H | J
Medical Registration Registration MP First name |MP Last name |Tenure Gender Date of Birth | Start Date End Date
Council Type Status
(Bl Number !

Column headers from the report are defined as follows:

* Medical Council Number — MCN number of the post holder matched to the post.

* Registration Type — Type of medical council registration held by post holder.

* Registration Status — Status of registration with the medical council, i.e. active or inactive.

*  MP First Name — First name of medical practitioner matched to post.

* MP Last Name — Surname of medical practitioner matched to post.

* Tenure — Type of contract held by medical practitioner matched to post, e.g. Permanent,
Specified Purpose etc.

* Gender — Gender of medical practitioner matched to post.

« Date of Birth — Date of birth of medical practitioner matched to post.

+ Start date — Date medical practitioner took up this post.

* End date — Date medical practitioner ceased to be matched to this post, or will cease in the
event of a temporary contract.

+ Date of retirement — Date of expected retirement of medical practitioner. Defaults to age 65
but can be changed on system as per section 4.2 of this guide.

+ Reason for leaving — When entering an end date of a medical practitioner in a post the user
will be given an option for entering a reason for leaving.

* Matching status — When matching a medical practitioner to a post their status will be pending
until the confirm button is pressed as per section 4.2 of this guide.

* Assignment WTE — The WTE of the medical practitioner matched to this post.

* Post ID — Unique identifier assigned to each post by the database.

* Post reference number — The reference number of the post as assigned by the Consultants
Division, NDTP and in LOA.

+ Date post created — Date post came into existence, e.g. first approval date in the case of
approved posts where an LOA has issued, or date post filled in the case of unapproved posts.

« Contract Hours — Total hours as per the contract type.

* PostWTE — Total whole time equivalent for the post across all sites.

*  Speciality

*  Sub Speciality

* Special Interest

» Principal Clinical Site - This is the main site that the post is associated with. It is usually the
paymaster of the post.

*  Working Hours - The working hours of the medical practitioner at the principal clinical site.

« Assignment WTE - The WTE of the medical practitioner at the principal clinical site.

* Other Clinical Site 1/2/3 etc. - The name of the other clinical site(s) where the post has hours.

*  Working Hours - The work hours of the medical practitioner at the other clinical site(s).

* Assignment WTE - The WTE of the medical practitioner at the other clinical site(s).
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4.3 Consultant Post and Occupancy Report

This report gives details of all consultant posts and where applicable details of the consultant
occupant(s) of the post if they have been matched on the system.

Select the report from the drop down list and the following screen will appear:

Select Report: | Consultant Post and Occupancy Report v | B
Employment Date  [15/07/2021 00:00:00 | O muLe Date Post Created | 15/07/2021 00:00:00 | O o
Approval Status All e Post Identifier | |
Clinical Site |Area 3 MHS - St James's, Ashlin Centr| v | Clinical Sit= Type | Group, HSE, HSE Funded Hospital, HSI| |
Hospital Group/CHO |Breastchec|(,. Children's Health Irelan !ﬂ Division |Acute Services, Ambulance Services, Ilﬂ
Hospital Acuity [Mental Health, Model 2, Model 3, I\‘lud-!ﬂ Medical Disdpline |Anaesthesiology, Emergency Medicinelﬂ
Specialty |Anassthesiology. Biochemistry, Carditm Sub Specialty [Adult Psychiatry, Anassthesiolegy. BiqM
Special Interest |Breast & Endocrine Surgery, Breast R;!ﬂ Region |Dub|in & Mid Leinster, Dublin Morth Eilﬂ

The following parameters can be set:

e Employment Date - This date allows the user to run a report that will show the consultants
employed in posts on or before this date. It will default to today’s date.

o Date post created — This date allows the user to run a report that will show posts that were
created on before the date selected here. It will default to today’s date.

e Approval status contains the following three options o All (meaning both approved and not
approved posts) o Approved o Not approved

e Post Identifier — Optional field, does not have to be completed. Can insert the post
reference number if the user wishes to run a report on a particular post.

e Clinical Site — Drop down menu allowing the user to select clinical sites which the user has
access to. Will only display sites user has access to. Defaults to all.

e Hospital Group / CHO - Drop down menu allowing the user to select Hospital Group / CHO
which the user has access to. Will only display Hospital Groups / CHOs the user
access to. Defaults to all.

e Division — Drop down allowing the user to select Divisions the user has access to.
Defaults to all Divisions.

e Hospital Acuity — Drop down allowing the user to select Hospital Acuity levels the user has
access to. Defaults to all.

e Medical Discipline — Drop down allowing the user to select Medical Disciplines. Defaults
to all medical disciplines.

e Specialty — Drop down allowing the user to select Specialities. Defaults to all specialities.

e  Sub-specialty — Drop down allowing the user to select sub-specialities. Defaults to all sub-
specialities.

e Special interest — Drop down allowing the user to select special interests. Defaults to all
special interests.

e Region — Drop down allowing the HSE region to be selected. Defaults to all regions.

Once parameters are set click on view report and the following screen will appear, the user can
export this report to excel by clicking on the disc icon and clicking ‘excel’.
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Select Report: | Consultant Post and Occupancy Report v %

Employment Datz  [15/07/2021 00:00:00 | CIWULL  Dawe Post Created [15/07/2021 00:00:00 ] O e
Approval Status Al v Post Identifier | ]

Clinical Site Area 3 MHS - 5t James's, Ashlin Centr| v Clinical Sit= Type | Group, HSE, HSE Funded Hospital, HSI| v

Hospital Group/CHO | BreastCheck, Children's Health Irelan M Division | Acute Services, Ambulance Services, ||_j
Haspital Acuity [Mental Health, Model 2, Model 3, Mod [ v | Medical Discipline [ gy. Emergency Medicine [« |
Specialy [ hesiology, Biochemistry, Cardie| » | Sub Specialty Adult Psychiatry, Anaesthesiclogy, B[+

Special Interest |Breast & Endocrine Surgery, Breast RM Region | Dublin & Mid Leinster, Dublin North E.M

WA o2z b bl ¢ [ edineciEaiE

Consultant Post & Occupancy Report
= Report poramecters ]

Post Identifier:

Employment Date: 15072021

Approval status: All

Date Post Created: 13072021

Clinical Site: All

Clinical Site Type: All

Hospital Group/CHO: Al

Divigion: All

Region: Al

Hospital Acuity: Al

Medical Discipline: Al

Specialty: Al

Sub-Specialty All

Special interest: Al

Report Run Date & Time: 15072021 12:42

An option will be given to open, save or cancel the report:

Faiane faxl the regaet on the et poge

A0 cpmt on Live Comstant Mambers by Mool Diacpree Reportals b 10146602 277 Cpes

Conmaitan M sls ) LR I BT

The first sheet of the excel document will detail the parameters and the second sheet will contain the
details of the report. Click ‘Sheet 2’ to display the report detail.

, |Consultant Post & Occupancy Report
1

2

3
4

5 | PostIdentifier:

6 Employment Date: 15/07/2021

7 Approval status: Al

9 Date Post Created: 15/07/2021

41 | Clinical Site: All

12 | Clinical Site Type: All

44 | Hospital Group/CHO: All

16 | Division: Al

47 | Region: Al

4g | Hospital Acuity: All

19 | Medical Discipline: Al

20 | Specialty: Al

29| Sub-Specialty Al

23 | Special interest: All

25 | Report Run Date & Time: 15/07/2021 12:42
W < » 4| Sheet1 Shastz . ¥J
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The report is a lengthy report but the screen shot below gives a sense of the information that

appears within it:
D E F G H [ J K L M N [s] P
Principal Other Clinical |Other Clinical |Other Clinical [Other Clinical ‘Other Clinical |Other Clinical |Other Clinical |Other Clinical
Clinical Site Site 1 Site Type Site Site Post WTE Site 2 Site Type Site Site Post WTE
Post WTE Name Commitment (1 Name Commitment (2
1 2
7 Z 2

The sorting within each report is by principal clinical site.

Type Name |Commitment

To filter or apply a sort to the report, the entire report must be selected first, otherwise the filter or
sort will not work correctly. The report can be selected by clicking on the blue box at the top left of
the report as shown below.

D E F G H | J K L M N 0O P
Principal Other Clinical |Other Clinical |Other Clinical [Other Clinical ‘Other Clinical |Other Clinical | Other Clinical (Other Clinical O
i Clinical Site Site 1 Site Type Site Site Post WTE Site 2 Site Type Site Site Post WTE
Post WTE Name Commitment (1 Name Commitment (2
1 2
P T E— P T s

Column headers from the report are defined as follows:

« Principal clinical site — This is the main site that the post is associated with. It is usually the
paymaster of the post.

* Principal clinical site commitment — The hours assigned to the principal clinical site.

* Post WTE — Total whole time equivalent for the post across all sites.

» Principal clinical site WTE — The whole time equivalent at the principal clinical site.

« Other Clinical Site 1/2/3 etc— The name of the other clinical site(s) where the post has hours.

* Other Clinical Site Commitment 1/2/3 etc — The number of hours at other clinical site(s).

* Other Clinical Site WTE 1/2/3 etc —Whole time equivalent at other clinical site(s).

* Post ID — Unique identifier assigned to each post by the database.

* Post Reference Number — The reference number of the post as assigned by the Consultants
Division, NDTP and in LOA.

« Date post created — Date post came into existence, e.g. first approval date in the case of
approved posts where an LOA has issued, or date post filled in the case of unapproved posts.

* Hospital Group / CHO — The name of the Hospital Group or CHO which this post is associated
with. In some cases, historically posts can work across sites with different Hospital Groups,
however in these cases the Hospital Group will be that of the principal clinical site.

+ HSE Division — The HSE Division that the principal clinical site is part of e.g. Acute Services,
Mental Health etc.

+ HSE Region — The HSE region that the principal clinical site is part of e.g. Dublin & Mid
Leinster.

* Hospital Acuity — The acuity level of the principal clinical site (e.g. Level 1 /2 /3 hospitals)

« Medical Discipline — The discipline of the post, e.g. Medicine, Surgery, Radiology,
Anaesthesia etc.

* Medical Specialty — The specialty of the post, e.g. General Medicine, General Surgery,
Neurosurgery etc.

* Sub Specialty — The sub specialty of the post.

« Special Interest — The special interest, where applicable of the post.

« Title of post — The title of the post.

* National Grade Code — HSE defined grade code linked to the gradeftitle/contract type of the
post.

* Post type — Outlines if the post is permanent or non-permanent etc.
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« Approval Status — Indicates if the post is approved or not approved.
* Post Status — If active the post is live on the database. If inactive this is a suppressed post.
* Post Sub Status — Defines if the role is Filled, Vacant or Unmatched and will assist DIME Users
identifying any Unmatched posts within an area.
* Contract Hours — Total hours as per the contract type.
* Post Capacity - Total hours for the post.
* Contract Class — Outlines if the post has been approved under the 1991, 1997 or 2008
Consultant’s Contract.
+ Contract Type — Linked to contract class. The type of contract e.g. Type A, B, B*, C, Cat 1,
Cat 2, Academic etc.
* Academic Grade - If the post is an academic post this will identify if it is a Professor, Associate
Professor or Senior Lecturer.

« Date of Last Approval — Date post was last approved as per most recent Letter of Approval.

* Previous Approval Date — Date post was last approved prior to the date of last approval.

« Date of First Approval — Date post was originally as per first Letter of Approval.

* Comments — General information relating to a post.

* CAP ID - Unique identifier assigned to each CAP Application by the database.

* CAP Post Type - Outlines the CAP type, New, Replacement, Restructure/Change of Contract

* Medical Council Number — MCN number of the post holder matched to the post.

* Registration Type — Type of medical council registration held by post holder.

* Registration Status — Status of registration with the medical council, i.e. active or inactive.

* MP First Name — First name of medical practitioner matched to post.

* MP Last Name — Surname of medical practitioner matched to post.

« Tenure — Type of contract held by medical practitioner matched to post, e.g. Permanent,
Specified Purpose etc.

* Gender — Gender of medical practitioner matched to post.

« Date of Birth — Date of birth of medical practitioner matched to post.

+ Start date — Date medical practitioner took up this post.

* End date — Date medical practitioner ceased to be matched to this post, or will cease in the
event of a temporary contract.

« Date of retirement — Date of expected retirement of medical practitioner. Defaults to age 65
but can be changed on system as per section 4.2 of this guide.

* Reason for leaving — When entering an end date of a medical practitioner in a post you will be
given an option for entering a reason for leaving.

* Matching status — When matching a medical practitioner to a post their status will be pending
until the confirm button is pressed as per section 4.2 of this guide.

* Assignment WTE — The WTE of the medical practitioner matched to this post.

+ Employment Status — The employment status of the medical practitioner, whether they are in
post or not.

27

NDTP



Section 5 — Traffic Light System
DIME runs an automatic check on the registration status of all medical practitioners (MPs),
thereby enabling users to determine whether specific consultants hold the appropriate registration
for employment purposes. This information is provided to the user by means of a traffic light

system — whereby MPs are graded red, yellow or green based on rules pre-defined and built into

the system.

E

The meaning and implications of the different traffic light colours are summarised below:

Traffic Light Colour

Cohort of MPs applied to

Implication

* All Medical Practitioners with
registration status set to Inactive

(i.e. MPs who are not actively registered
with the Medical Council)

There is an issue with the registration
status of the MP and Employers /
Users must investigate same prior to
the MP commencing employment in
the consultant post.

AMBER

* All Medical Practitioners with
registration type other than Specialist,
and registration status Active

(i.e. MPs who are registered with the
Medical Council but do not have
specialist registration)

There is an issue with the registration
status of the MP and

Employers / Users must investigate
same prior to the MP commencing
employment in the consultant post.

* All Medical Practitioners with
registration type Specialist and
Registration Status Active.

(i.e. MPs who are registered with the
Medical Council and have specialist
registration)

There is no issue with the registration
status of the MP. Employers / Users
should ensure that the MP is
registered on the appropriate specialist
division.

NDTP
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