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Section 1 - Accessing an Account

The Consultant Module of NDTP-DIME can be accessed through any PC/device which has

access to the internet.

1.1 NDTP-DIME Website Address

The URL for the system is: hiips://NDTP-DIME.hse.ie

1.2Logon

In order to obtain access to the Consultant Module of DIME please complete the system access
request form and email to dociors@hse.ie. The system access form is available from:
http://www.hse.ie/eng/staff/Leadership Education Development/MET/database/forms/

The logon screen is as follows:
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File Edit View Favorites Tools Help
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e NDTP - DIME
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Enter username and password and click the Login button.
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Section 2 - Search for a Post

2.1

Searching for a Post by Post Reference Number

post.

If the user knows the post reference number this is the most efficient way of searching for the
Click on the Consultant Module:

= |l
Qu ) hitp=//1016682.23 NDTPDIME O = & Cenifica.. @ X || 1 NDTP - Doctors Integrated ... ‘ ‘ 1)k X
File Edit View Favorites Tools Help
m.m&.az.a-r\mw .. £ Suggested Sites v | Get more Add-ons +
< Consultant ’ i
posts Welcome to the NDTP — Doctors Integrated Management E-system (NDTP-DIME)
@ Please use the functions on the left to use the system
MPs
Reports
Logged in As
=
() [ 5 10166823 NTPONI D = &) Cetficas © X 1 NDTP - Doctors Itegrated .. % | | ki
File Edit View Favorites Tools Help
95 B https--10166.82.23-NDTP... £ Suggested Sites ¥ £ Get more Add-ons =
& rost v £ Assignments i
Ref #: Clinical Site: Hospital Group/CHO: HSE Region: Rating:
= —ALL— v —ALL- ~ —ALL- > @F|OF @F Q %
Medical Discipline: spedialty: Sub-specialty: Spedial Interest:
—ALL- 3
# Clinical Site Specialty Subspecialty Postholder Status Rating
Reports No data to disply
Logged in As
& Aocife Nolan
F  Clinical Site
@ Logou
System Version
1.8.6.UAT
Page 1 of 0 (0 items)

Nothing Selected

beside this field or hit return.

Enter the post reference number in the reference number field and click on the magnifying glass
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g\yl‘*f hittps://10.166.8223/NDTPDIME D ~ @ Cg-i(n._dx,” I NDTP - Doctors Integrated .. | ‘
File Edit View Favorites Tools Help
5% B https--1016682.23-NDTP... 2] Suggested Sites * =] Get more Add-ons v
Hon-Consultant i & Assignments 3
Consuttant Ref#: Clinical Site: Hospital Group/CHO: HSE Region: Rating:
a VTDEDEOG Q —ALL—- v —ALL- * —ALL- - @QF|OFIOF a R
Medical Discipline: Specialty: Sub-Spedalty: Special Interest:
Posts —ALL- v | -ALL- ALL— Al
MPs # Clinical Site Speciafty Subspecily Postholder Status Rating
E Mo data to display
Reports
System Config
NER
Common
Logged in As
=R
Y hitps://1016682.23/NDTPOIME O ~ € Certifica... & K;” - NDTP - Dactors Integrated ... ‘ ‘ (o} o £
File Ecit View Favorites Tools Help
5k I hitps—-10166.82.23-NDTP... ] Suggested Sites v 2] Get more Add-ons ~
Consultant #rost ~ £ Assignments Y]
E Ref #: Clinical Site: Hospital Group/CHO: HSE Region: Rating:
VTGEGEOE| 2 —ALL- [ B AL~ - O |OF|0F a %
Posts Medical Discipline: Spedialty: Sub-Specialty: Special Interest:
@ —ALL— - ALL ALL— Al
MPs
Clinical Site Speciafty Subspecialty Postholder Status
E Geriatric Medicine Gerfatric Medicine —Hot Set-- Active P
Reports
Logged in As
£, Aoife Nolan
Clinical Site
@ Logout
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2.2  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:

e Clinical Site
e Hospital Group / CHO

e HSE Region
e Medical Discipline
e Specialty

e Sub-Specialty
e Special Interest

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

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.

_ [E==EEE
a\ 1[1/ hitp=//10166.8223/NDTROIME © + & Certifica... & X H I NDTP - Doctors Integrated ... | ‘ ini 3¢ £2i

File Edit View Favorites Tools Help

S M https--10.166.82.23-NDTP... £ Suggested Sites » ) Get more Add-ons v

s

Non-Consultant & rost ~ 5 Assignments

Consuftant Ref #: ical Site: Hospital Group/CHO: HSE Region: Rating:
St Vincent’s University Hospit v  —ALL— ~ —ALL— -~ @O~ @
Medical Discipline: Specialty: Sub-Specialty: Special Interest:
-~ —ALL- =

Surgery

# Clinical Site Specialty Subspecialty Postholder Status Rating

No data to display

System Config
NER
Common

Logged in As

£, Aoife Nolan

@ Logout Page 1 of 0 (0 frems)

Nothing selected
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Section 3 - View Post Details

3.1 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.

File Edit View Fovorites Tools Help
5% I https--10.166.82.23-NDTP... 2 Suggested Sites » =] Get more Add-ons ~

Consultant 4 rost ~ } &8 Assignments 4
Ref #: Clinical Site: Hospital Group/CHO: HSE Region: Rating:
vigegeD6 Q St Vincent's University Hospit v Ireland East Hospitals Group v  —ALL— - Q n
Medical Discipline: Spedialty: Sub-Spedialty: Spedial Interest:
m Medicine *  Geriatric Medicine ~  Geriatric Medicine ~ Hone -
Drag a column header here to group by that column
MPs
# Clinical Site Specialty Subspecialty Postholder Status Rating
Reports
Logged in As -
a Page 1 of1(1ftems) < 1 >
Aoife Nolan H
% Clinical Site - Post Details Double Click
@ Logout d Date Post Created
Principal Clinical Site Principal Site \
System Version Commitment
WTE
1.8.6.UAT
1 S
— Approval
Status Post Ref #
Date of First Approval Date of Last Approv:
~ Details 1 ]
Discipline Spedialty .
o e > Post Details
Post Title National Grade Cods
— Details 2
Contract Class Contract Type
Contract Hours Post Capacity
- Other Details
Academic Grade Post Type
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Section 4 - Consultant Details

41 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:

Lol s
@'1 )0 51202668223 NOTEOINI B = @ Cettians© X || 1 NDTP - octorsntegrated .. x| | 0 Sy &8
File Edit View Favorites Tools Help

9% U hitps--10.166.82.23-NDTP... £ Suggested Sites + ] Get more Add-ons v

Non-Consultant &, P Additional detals
Consulnt

(&

Posts

Last Import: 17/06/2016 14:10:29 -}

Reg. Type:

'@ # Forename Last Name Reg Type Reg Stat Post Ref Address

MPs

=

Reports

=

System Config

No data to display

NER

Common

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

)| T Rip= 1101668293 NBTEOIMI O = B3 Certificar. © X || 1 NDTP - Doctors Integrated ..

[E=E -8 =)

{n) 3¢ €8

File Edit View Favorites Tools Help
S M https--1016682.23-NDTP... £ Suggested Sites * £ | Get more Add-ons v
Non-Consultant &, MPp Additional details | S5 Assignments &, View MP Details
Consultant MC Ref #: Forename: Last Name: Reg. Type:
@ 2 [john ~ALL- pR R 4
Posts
@ # Forename Last Name Reg Type
enerzl Registration
MPs
pecizlist Registration
E pecizlist Registration
Reports pecialist Registration
@ eneral Registration
System Config pecialist Registration
NER pecilist Registration
Common pecizlist Registration
Logged in As
enerzl Registration
& Aoife Nolan eneral Registration
T HSE
Page 1 of 15 (300 items) 1 oo Som Pl el >
@ Logout

Reg Stat

Inactive
Active
Active
Active
Active
Active
Active
Active

Active

Active

Nothing Selectad

Last Import: 17/06/2016 14:10:20 1

Post Ref
—Mot Set—

Pending (Post ref: 1SG65C011) [In
Post]

—Mot Set—
—MNot Set—
—Mot Set—

Confirmed (Post ref: MRGSBS10) [In
Post]

—Mot Set—

Confirmed (Post ref: CUNUNUOG) [In
Post]

—Mot Set—

—Not Set—

Address
Dublin 4

Dubln 8

Co Dubin
Dublin 18
Co. Wexford
Dublin 7
Ontario
Cork

Dublin 14

Co Galway

T

m

56600000000
\

1

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.

E Specilist Registration
Reports Specilist Registration
@ General Registration
System Config Specizlist Registration
NER Specilist Registration
Common Specilist Registration
Logged in As
General Registration
& Aoife Nolan e — General Registration
7 HSE
Page 1 of 15 (338 1 g R A b b 13 14 15 (>
@ Logout
System Version MP Details
1.8.6.UAT MLk
Address Dublin 18
Registration Type Specialist Registration
Alias ~Not Set—
Date of retirement —Not Set—

Active

Active
Active
Active
Active

Active

Name

Sex

Registration Status
Conditions Attached

—Not Set- Co Dubiin
—Mot Set- Dublin 18
~Mot 5 ord

om Double Click

o ol

Past]

—Not Set— Ontario Q

Confirmed (Post ref: CUNUNUOE) [In

Post] Cork °

—Not Set— Dublin 14 @

~Mot Set— Co Galway @ o
7

Medical
Male aye
Active Practitioners

to V\

Details
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The view details button displays the following screen:

[ R 101668223 10 TR0 B ~ & Certfica.. € X || 4 NDTP - Doctors Integrated .. | ‘
File Edit View Favorites Tools Help

54 B hitps--10.16682.23-NDTP... £ Suggested Sites v £ Get more Add-ons

Non-Consultant & mp Additional detals &£ Assignments | &, View MP Detais Last Import: 17/06/2016 14:10:29 &/
Consuttant MC Ref #: Forename: Last Name: Reg. Type:
ﬁ @ [john ~ALL- R
Posts
MP Details -0Ox
@ # Forename Address
Registration Number: j(; % A
o Dublin 4 [<] I~
HiPs Address: Dublin 18 Dublin 8 @ |
@ Sex: Male |
Registration Date: 01/07/2001 Co Dublin @ |g
Reports Registration Type: Specialist Registration Dublin 18 °
Primary Qualification: * Abbreviation: MB BCh NUI o
@ * Description: Bachelor of Medicine and Bachelor of Surgery Co. Wexford @ !
* University: University College Dublin _ o
System Config * CONFERRAL Date: 16/06/2000 Dublin 7 7]
ialist Division of the Register: * Speciality 5
e * Division: € Ontario [~]
_ * From Date e )
Logged in As
Dublin 14 @
A Aoife Nolan Co Galway (]
T HSE
Page 1 of 15 (300 items) 1E2wd
@ LogOut
System Version P el
1.8.6.UAT MCheet
Address Dublin 18
Registration Type Specialist Regi
Alias ~Not Set—
Date of retirement —Not Set—

10 »
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4.2  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.

o]
6' 1| hitps//10166.22.23/NDTPONE O + € Certiica... & X ” H" NDTP — Doctors Integrated .. ‘ ‘ A% o
File Edit View Favorites Tools Help
5% https--10.16682.23-NDTP... £ Suggested Sites + £ Get more Add-ons ~
Non-Consultant & M Additional details W\ew MP Details Last Import: 17/06/2016 14:10:29 3/
Consultant MC Ref #: Forename: Name: Reg. Type:
@ 2 Jiohn ~ALL~ R
Posts
# Forename Last Name Reg Type Reg Stat Post Ref Address
@ General Registration Inactive —Not Set— Dublin 4 e 2
[
MPs £ 1
Specialist Registration Active Egg_d]mg (Post ref: SGSCO11) [In Dublin & ° ‘
@ Speciglist Registration Active —Not Set— Co Dublin ° |=
Reports Specialist Registration Active Mot Set- Dublin 18 (7] |
@ General Registration Active —Not Set— Co. Wexford @ |
|
System Config Speciglist Registration Active (Pigggrmed (Post ref: MRGSBSL0) [In Dublin 7 °
NER Specialist Registration Active ~Not Set- Ontario o
Common e Confirmed (Post ref: CUNUNUOG) [In
- Speciglist Registration Active Past] Cork °
Logged in As
General Registration Active ~Not Set— Dublin 14 @
o E
&, Aoife Nolan General Registration Active ~Not Set— Co Galway (V]
T HSE
Page 1 of 15 (300 items) 1B 5ol B 134150 >
@ Log Out
System Version MP Ditals I ey Dol )
1.8.6.UAT MCReg# Name
Address Co Dublin Sex Male
Registration Type Specialist Registration Registration Status Active
Alias —Not Set— Conditions Attached No
Date of retirement -Not Set--

There must be a date of birth associated with the consultant in order to match them to a post. If
there is no date of birth entered the following error will appear:

Message from webpage @

Date of birth must be entered before an assignment can be made.
4% Cannot manage assignments.

In order to input a date of birth click on the MP Additional Details button:

110
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=S

a-_ )[4 i 1101668293 NDTPDING O = 6 Certifican & X || - NDTP - Doctors Integrated .. ‘ | 7 5¢ feh

File Edit View Favorites Tools
9% W https--10166.82.23-NOHT.. 2] Suggested Sites ~ et more Add-ons ~

Non-Consultant & mp Additional detais | &S Asglonments & View MP Details Last Import: 17/06/2016 14:10:29 -1/
Consultant M # Forena Last Name: Reg. Type:
@ = john —~ALL- -2 %

Posts

The following screen appears:

SPETIHIT RETLITdTIOTT ALCWE stt]
by Specialist Registration Active —Mot Set—-
¥ Specialist Registration Active —Mot Set-—-
Edit birth and retirement dates -0Ox
MP Ref # jIJ i5B510) [1
Birth Date * || Retirement Date *
. . . IUMUDB) [1
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.
coce
(]
[
Conditions Attached Mo

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.

Once the date of birth has been inputted the assignment can be made by clicking on the
Assignments button. The following screen appears:

12
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@‘ )1 s 0166822 NOTOWI B = @ Gettifica.. © X || 1 nNOTP —Doctors Integrated . % ||
File Edit View Favorites Tools Help
5% I hitps--10166.82.23-NDTP.. ) Suggested Sites » ] Get more Add-ons v
Hon-Consultant &, MP Additional detais Assignments ) & View MP Detais Last Import: 17/06/2016 14:10:29 &
Consultant MC Ref #: Forename: Tast Name: Reg. Type:
a 2 [john —ALL— -0 ®
Posts e
# Forename | lyp#®Ge Assignments TN —x
@ ([ Post # {leave blank to search): -— ) Q-
MPs P |
E Post # Clnical Site Grade Start Date End Date Employment Stat Assi¢ ° »
Reports ln (~] |
i |
E No data to display i @
System Config o
NER (]
Common e
Logged in As = @
- Page 1 of 0 (0 items)
&, Aoife Nolan F @ .
. HSE MP Details| View Details 7
Page 1 of 15 (300 items)
@ Logout
MC Reg # Name
STV MP Details | View Details || Address CoDublin Sex Male -
Registration Type Specialist Registration Registration Active
1.8.6.UAT mCRea o o status
Address cf| Alias -—Not Set— Conditions No
Registration Type 5| Atinched

If the post reference number is known insert in the post # field and click create (see above).

The following screen appears:

-

i# Forename | Manage -0Ox
@ Post # (leave blank to search): & create 3 Close i [x] i
MPs Match MP to Post -0Xx ° |
E Post Details S |
Site Grade Consultant ment Stat Assic 0 EE
Reports B Q|
Speciality General Surgery Sub-Speciality ~ General Surgery —
@ Spedal Interest Ref# ord @
System Config MP Details
NER Name MP Ref # Q
Common Assignment o
Tenure * —Select— ~ Grade? —Selact— - -
Logged in As =
Contract Class *  --Select— ~  Contract Type * (i)
= e Page 1 of 0 (0
£, Acife Nolan Start Date * End Date v @ -
T HSE MP Details e
@ LogOut Page 1 of 15 (300 items) Working Hours
Log Out = = =
MC Reg # Clinical Site ‘Working Hours  Commitment =
jls|  View Datail o
System Version MP Details| View ils || Address WTE .
Registration Typ 0.00 5 24.00
1.8.6.UAT AC Res - i =
Address c{| Alias g v N
Registration Type Sy ,:; — . M »
Alias 2 Confirm Take up
Date of retirement 2 Take up * Pending - Reason for ~Select— -
leaving
Assignments
E=

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

[E=RE=m

@‘ |55 0166 8225 NETRDIN B = & Certificar © X || 4 NDTP -~ Doctors Integrated . % | |
File Edit View Favorites Tools Help

95 M https--1016682.23-NDTP... £ Suggested Sites v £ Get more Add-ons ~

Non-Consuttant & Mp Additional detals &5 Assignments £, View MP Detais Last Import: 17/06/2016 14:10:29 -3
s MC Ref #: Forename: Last Name: Reg. Type:
a 2 [john ~ALL~ - an
Posts
# Forename [ Manage Assignments —— — o
&5 Post # (leave blank to search): @m i Q-
MPs e
=

The following search screen appears:

Posts
# Forename | Manag Post Search —_Ox|ax
@ Post @" Select ¥ Cancel i |3 [x]
MPs Ref#: Clinical Site: Hospital Group/CHO:  HSE Region: °
E Q ALL ~ —ALL ~ —ALL B ¢
Medical Discipline: Specialty: Sub-Specialty: Special Interest: o
Reports ~ALL—- = o
@ ord @
System Config # Clinical Site Specialty Subspeciafty Postholder Ratil °
NER o
No data to display
Common @
Logged in As -
(O]

>

m

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

e Clinical Site

e Hospital Group / CHO
e HSE Region

e Medical Discipline

e Specialty

e Sub-Specialty

e 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.

14 o
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e Manaq Post Search -=0Ox[0Ox
p&t|| £ select Cancel ok
Ref #: Clinical Site: Hospital Group/CHO:  HSE Region:
2 —ALL— ~ —ALL— -2 %
Medical Discipline: Specialty: Sub-Specialty: Special Interest:
Surgery ~ General Surgery ~ —ALL—
ord
# Clinical Site Specialty Subspecialty Postholder Ratil
fir o (Patrick
General Surgery General Surgery :ﬁnm”m; A °
General Surgery General Surgery : @
pag General Surgery General Surgery
A General Surgery General Surgery : o -
) =
MEN page 1 of 1 (14 ftems) < 1
ils || Add
S Watch MP to Post == —=
(leave blank ¥} post petails dy A
Site Grade Consultant
speciality General Surgery Sub-Speciality  General Surgery £ Stat Assic
Special Interest Colo-Rectal Sug
MP Details
ord

Start Date *

‘Working Hours
Clinical Site
WTE

1 of Of(0 tem|

[tration Type
firm Take up

Pending

Contract Class * —Select—

Working Hours

0.00

MP Ref #

Grade *

- Contract Type *

End Date

Reason for
leaving

Commitment

=1 39.00

The following fields should be populated using the drop down lists and then click the save

button:
e Tenure
e Grade
e Contract Class
e Contract Type
e Start Date
e  Working Hours
e Commitment

e WTE populates automatically

e Take Up

150
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The following screen will then appear:

e [Manags Assignments -0 x
Post # (leave blank to search): &8 create & Close i [ > N
Post # Clinical Site Grade Start Date End Date Employment Stat Assi & ‘_
Edit | Confirm| Delete Consultant 18/07/2016 In Post 1.00 &@ @
ord @
@
Page 1 of 1 (1 items) 1
v Q|-
MP Details| _View Details =
)
MC Reg # Name
il=_|| Address Co Dublin Sex Male =
Registration Type Specialist Registration Registration Active
0! Status
cq| Alias —MNot Set— Conditions No
. Attached

The user must click on confirm to ensure that the consultant is placed in the post. Users may
delete an assignment or 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.

4.3

Editing or Deleting a Consultant from a Post

To edit or delete a consultant from a post highlight the relevant consultant, click on assignments
and select manage assignments. Select edit or delete as appropriate.

Wrent T nite - Do e roma - e+ S
- © N e 1008660 ) Qs
oy Lanastant 40, B RAEAS Selub Ay, Ve B D Rt gt 1 YO T 6 f R b
g AL et Fomara Lt b By, g

(2] = -
P — =
N [T T T pepe— & owate B O i
. [—

B o
e Fuit Chrcal S e wtiube  DndDatn  Emplovesent Sish dms I (-]
| Q

" ( o
Bayet p
= o
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4.4

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.

e & VB heves rorma - e L
L Tl e a s
beor-L avastand £, B e e e Rl [ e TR TS

Felled W B B e e [ ey Tyne
- o
B r—
- Funt B (rre bk ok b e e Cone
(G| [
L] - " st wt Cubs nd Dot Eploymnt Sish dow; b o
® ( ) .
Nt =
= =]
The following screen appears:
Manage Assignments ['ystch MP to Post =R -0x
Post # (leave blank 1| .ot petails i i
Site Grade
Speciality sub-Speciality t Stat Assic
Special Interest Ref # i
Edit | Confirn| Delll mp petsils 1.00 @
Name MP Ref #
Assignment
Tenure * Grade *
Contract Class * Contract Type *
start Date * 08/08/2016 End Date
£10 Working Hours
Page 1 of 1 (1 item
g Clinical Site Working Hours  Commitment &
MP Details | View| || WTE L
o0 + 1] |29.00 i
MC Reg # 1 I
0.74 10.00 -
Address g =
1N _nn P
Registration Type 5|| « [ 1 3
Confirm Take up
Alias -
Take up * Confirmed +( Reason for —Select— -
leaving
o
4 1 J *
|

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.

17 o
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4.5 Matching a Locum Consultant to a Post

Locum appointments may be made in the following circumstances:

e 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.

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

e 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:

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 WP to Post -0Ox

Post Details iy
site Grade
Speciality Sub-spediality
Special Interest Ref #
MP Details
Name MP Ref #
Assignment
Tenure * Permanent ~ Grade* Consultant -

Contract Class *  Consultants’ Contract 200 ~  Contract Type *  TypeB -
Start Date * 10/08/2016 End Date

Working Hours
WTE o

Tallaght Hospital Q 5 0
0.00 Naas Genera fal =

15.00 0.00

m

« T D
Confirm Take up

Take up * Confirmed ~  Reason for —Select— -
leaving

E=

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).
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anage —Ox
MP # (leave blank to search): & create 3 Close L
Spedialty Name MC # Grade Start Date End Date Status Reg Stat  Employment ¢ Assic
Edit |C m Delete Consultant | 22/08/2016 Confirmed | Active Not Started | 1.00 ° i
Edit m| Delete Consultant | 10/08/2016 Confirmed | Active In Post 0.00 @
Page 1 of 1 (2 items) 1
Post Details “

Only consultants who are due to occupy a given post for four weeks or more should be matched
on DIME. This effectively means that the short term locum appointments of less than four week
duration should not appear on DIME.
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Section 5 - Reports

5.1 Accessing reports

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

. [
@-' B /[ hitp=//1016682.23/NDTPOIVE O ~ @ Certifica... C x]‘ I NDTP — Doctors Integrated .. ‘ | ok
File Edit View Favorites Tools Help
55 M https--10.166.82.23-NDTP... £ Suggested Sites ] Get more Add-ons v
Non-Consulant i
Consultant Select Report: --Please Select-- "
Posts
MPs.
System Config
The relevant report can be selected from the drop down list:
[E=N =N
() [ 55101668225/ DTRDINE O = © Certficaus © X || ¢ NOT? - Doctorsntegrated . % | | o
File Edit View Favorites Tools Help
95 Y https--10166.82.23-NDTP... £ Suggested Sites ~ =] Get more Add-ons +
Mon-Consulcant  —— &Y
Consultant Select Report: “-Please Select-- - %
a ‘Consultant Employment Details Report =
Consultant Humbers by Medical Discipline Report

Consultant Post and Occupancy Report

e 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.

e Consultant Employment Details Report

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

e Consultant Post and Occupancy Report

Provides details of all consultant posts and the consultants employed in them.
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5.2  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:

! [ Forms and Guidance %)Y +° NDTP - Doctors Inte % Y_Y 7= = e |
« C A (& bups//10.166.82.23/NDTPDIME/default.aspx &0 =

Non-Consultant i
Consultant Select Report: Consukant Numbers by Medical Discipline Report v %

a Employment Date  04/08/2016 00:00:00 NULL  Date Fost Created  |04/08/2016 00:00:00 NULL View Report

Pocts Approval Status | All M Group by Total

@ Clinical Site Bantry General Hospital, Bantry Ge Hospital Group/CHO  [Children’s Hospital Group, Dublin I v

Division OPENSKY TEST Division, testdevisid Hespital Acuity \AcuityCDupdate, acuitykk, AcuityL(|v

MPs

Specialty \Anaesthesia, Biochemistry, Cardiold| |

< < < <

E Medical Discipline |Anaesthesia, Emergency Medicine,

sub Specialty Adult Psychiatry, Anaesthesia, Biod Special Interest Breast & Endocrine Surgery, Breast||v |

Reports

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

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.
e 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 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.
e (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.
e 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.
e Hospital Acuity — Drop down menu allowing the user to select Hospital Acuity levels the user
has access to. Defaults to all.
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¢ Medical Discipline — Drop down allowing user to select Medical Disciplines. Defaults to all

medical disciplines.

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

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

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

all special interests.

Once user has selected parameters click view report button.

Non-Consultant

Consultant

&

Posts.

B

MPs

&

Reports

Select Report: Consukant Numbers by Medical Discipline Report v
Employment Date  |04/08/2016 00:00:00 NULL  DatePost Creasted  |04/08/2016 00:00:00 NULL View Report
Approval Status All v Group by Total v

Clinical Site Bantry General Hospital, Bantry Ge| [v] Haspital Group/CHO  Children’s Hospital Group, Dublin l\-[v}
Division OPENSKY TEST Division, testdevisic lv] Haspital Acuity AAcuityCDupdate, acuitykk, AcuitylC [v}
Medical Discipline |Anaesthesia, Emergency Medicine, | v | Specialty Anaesthesia, Biochemistry, Cardiold v |
Sub Specialty Adult Psychiatry, Anaesthesia, Bioc|v | Special Interest Breast & Endocrine Surgery, Breast| v |

l [3 Forms and Guidance XYU NDTP - Doctors Inte x Y [all=le] &

« C' A | 5¢bups//10.166.82.23/NDTPDIME/default.aspx M@ =

)

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

&

System Config
NER
Common
Logged in As
&, Aoife Nolan
G HSE
@ LogOut

System Version

1.8.6.UAT

M 41 of27 b bl @ 100% - Find | Hext.. E (=1
Consultant Numbers by Medical Discipl\ port T

Report parameters

. |Group by:
Employment Date:
Approval Status
Clinical Site:
Hospital group:
Division:

Hospital Acuity:

Specialty:

Sub-Specialty

Special interest:

Medical Discipline:

Total
20/07/2016
All

All

All

All

All

All

m

All
All

Please find the report on the next page...
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An option will be given to open, save or cancel the report:

Please find the report on the next page...

[ \ I
< Do you want to open or save Consultant Numbers by Medical Discipline Report.xls from 10.166.82.237 Open Savav/(anc—el//’

2/07/2016 | |

2 Show all downloads.. *

]

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.

B RN |
; ﬂConsuItant Numbers by Medical Discipline Report
5k
:
4
5 | |Group by: Total
7 | |Employment Date: 04/08/2016
g | |Approval Status: All
11 | [ Date Post Created:
12 04/08/2016
13
15 | |Clinical Site: Al 1

17 | |Hospital Group/CHO: A
19 | | Division: All

21  |Hospital Acuity: All

23 |Medical Discipline: Al

25 | | Specialty: Al
27 | | Sub-Specialty All
29 | | Special interest: All
30

31| Please find the report on the next page...

32

4 4@ | sheetl Sheet2 3 D) [N m
v

Click ‘Sheet 2’ to display the report detail.
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Sample report grouped by total:

Ho-0-& )+ Consultant Numbers by Medical Discipline Report [Compatibility Mode] - Microsoft Excel - = x
Home | Insert  Pagelayout  Formulas  Data  Review  View ® - = x
= =l (e e =
% cut P = o ‘@Wm,ﬂm FE = ﬂ ﬁ g e %( 3 AutoSum ? ﬁ
52 Copy == = 3] Fitr -
B LU~ Merge & Center]=] [@3 ~ %, » |[%g ;%|/| Conditional Format Cell | Insert Delete Format Sort & Find &

JF Format Painter s | i Mero &2 I8 % Formatting - as Table - Styles - - - - <2 Clear~  Filter~ Select~
Clipboard = Font = Alignment = Number ] Styles Cells Editing

Al ~ & b3 | Approval Status: All

G I} | J K
Total post  |Total Post | Total Working|Total
consultants  |Hol E Hours nment
Employed
4 0 1247 3.18 0 0

Intensive Care

D
TR 0

3 Medicine
4 None 25 0 566" 15.09 0 0
5 | Pain Medicine 12" 0.36
3 702" 18 63
7
8
9
10|
11
12
13
14
15
16
17| Me Cardiology
18
19
20 Dermatology None
21| Total
2 L5 0
23 Cardiology MNone 1
24 Total 1
25 Endocrinology & Mone 5
26| Diabetes Mellitus Total 5
21 Gastroenterology Liver Disease 3
28 None 6
29 Total )
30 General Medicine None 3
Total 3
Mephrology MNone 2
Total 2
Respiratory Medicine Cystic Fibrosis 2

Mone 5 0 1245 3.19 0 0
Thoracic Organ 1 0 1357 0.35 0 0
Transplantation
Total 8 0 2095 537 0 0
Rlow s 2 o on” anc

1| I

Ready |

% EIEEAEEE

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.

H9-c-6)- Consultant Numbers by Medical Discipline Report [Compatibility Mode] - Microsoft Excel - =2 X
Home | Insert Page Layout Formulas Data Review View @ - o x
& Cut e () = ¥ (|- 55 X AutoSum
Arial -l -lla | = B ‘ S wiap Text General - 1 % % cmm ﬁ
152 Copy | il s = @] Fin -

B L U -|[i-|[5 A Merge & Center=| | [EE ~ 8, s |[%8 ;%8| Conditional Format cel Insert Delete Format Sort & Find &
S romatpanter | (B4 L ||| a7 i mers = (8 %8 Formatting ~ as Table - Styles= ||~ - - 2 Clear~  Fitter~ select~

Clipboard o Font & Alignment ) Mumber ] Styles Cells Editing

AL - @ | Approval Status: All
( G H | J K
Total post Total Post Total Working|Total
consultants Hours WTE Hours nment
Employed WTE
4 0 1247 1 0 0

«

D

Medical
Discipline

Sub specialty

LECETGEETER Angesthesia Intensive Care
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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.

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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5.3  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:

[ [ Forms and Guidance X)) # NDTP —Doctors Inte x {_Y = =
€ 5 C f | B b#ps//10.166.82.23/NDTPDIME/default aspx &0 =

Non-Consultant &
Consultant Select Report: Consultant Employment Details Report R4

a Employment Date |04/08/2016 00:00:00 NULL Post Identifier View Report >
Pt Clinical site Bantry General Hospital, Bantry Ge||v | Hospital Group/CHO [Children's Hospital Group, Dublin M|

@ Division OPENSKY TEST Division, testdevisi(|v | Hospital Acuity AcuityCDupdate, acuitykk, AcuityLC| |

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.

e 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.

e 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.

e 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.

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

e 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’.

! [ Forms and Guidance %Y o NDTP - Doctors Inte x \_Y [&=le] &=
« C | B be=//10.166.82.23/NDTPDIME/default aspx >0 =

Non-Consultant &
Consultant Select Report: Consukant Employment Details Report v *

a Employment Date |04/08/2016 00:00:00 NULL Post Identifier < View Report
Posts Clinical Site Bantry General Hospital, Bantry Ge||v| Hospital Group/CHO | Children’s Hespital Group, Dublin I+ |

@ Division OPENSKY TEST Division, testdevisic v | Hospital Acuity \AcuityCDupdate, acuitykk, AcuityLc v |

MEE 4 4 of22 b Pl e ] Find | Nex

5] Consultant Employment Detaig
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An option will be given to open, save or cancel the report:

you want to open or save C

— = "

Details Repc from 10.166.82.237 Open Save | ¥ Cancel X

X Show all downloads.. *

lr;ii ] N .oy, 162

04/08/2016

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.

Consultant Employment Details Report

Report parameters

1

2

H

5 Post Identifier:
7 Employment Date 04/08/2016
9

Clinical Site: Al
Hospital Group/CHO: Al

1
13 | |Division: Al
)

Hospital Acuity: All

—

16:25
04/08/2016

Click ‘Sheet 2’ to display the report detail.
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i . — - >
U o)+ Consultant Employment Details Report (14) [Compatibility Mode] - Microsoft Excel - | x
_) Home | Insert  Pagelayout Formulas  Data  Review  View  Acrobat ©® - 7 x
=n X Cut . Sl o | = — = =| ) (== - R = AutoSum -
B arial <10 - (& x| [= = = ®] [SiwaepTen General B =) ﬁliﬂ‘ g || = u lﬁ
| : k| o=
3 Copy (8] Fill -
Paste = - - - -I=E = = - - <0 00| Conditional Formatas Cell Insert Delete Format Sort & Find &
 rormatpamer [ B £ = E[ &= o] [E= | o erge & Certer+| @ - %+ |38 g Conas & cur-
- Formatting ~ Table ~ Styles ~ - - - Filter = Select
Clipboard E] Font ] Alignment E] Number E] Styles Cells Editing
fé ‘ Medical Council Number ¥
=) Rﬁg»m rwgum T i Ii ez = rmrg s R = ot sza o Pm;w T B m e | »,.mm
oo retrenen |creses cin
i Gararal 112007 oz 2u11157
Regitraon
& D
1 Soecan Az Femaner  wak Wi ootz CT cwames B e T v E T
8 Reerson
! Speculst  Acie e Wik o= caAL Cortoned 120 e BT A}
a Reqtraon
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. e
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0 Reqtrain
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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.

(] T L T Consultant Numbers by Medical Discipline Report (60) [Compatibility Mode] - Microsoft Excel - -] x
j Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat @ - = x
=0 % Cub N g [ | | e = = = ) = = = = AutoSum -
= uin Arial co & x| [=l= =] [Swae Tex General 2 15 % IS7R= Eb( E] e ﬁ A
P romas e [P 8 ] o ] [ 5 st s | oo o | e v o | G 12 2R
Clipboard ] Fant ] Alignment £ Number H Styles Cells Edliting
Al + @ £ | Approval Status: All ¥
A | B C | D E E G H J K i

Column headers from the report are defined as follows:

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

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

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

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

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

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

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

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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5.4

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:

« C A B b#p5:/10.166.82.23/NDTPDIME/default aspx w @ =
Non-Consultant i
Consultant Select Report: Consukant Post and Occupancy Report | %
a Employment Date  [04/08/2016 00:00:00 NULL  DateFostcCreated  04/08/2016 00:00:00 NULL
Posts Approval Status All v Post Identifier
@ Clinical Site Bantry General Hospital, Bantry Ge |+ Hospital Group/CHO  (Children’s Hospital Group, Dublin M «
MPs Division OPENSKY TEST Division, testdevisic| v Hospital Acuity \AcuityCDupdate, acuitykk, AcuitylC v
E Medical Discipline /Anaesthesia, Emergency Medicine, 2+ Specialty \Anaesthesia, Biochemistry, Cardiolc| v
oo Sub Specialty \Adult Psychiatry, Anaesthesia, Bioc |~ Special Interest Breast & Endocrine Surgery, Breast |«
eports
Region DUBLIN & MID LEINSTER, DUBLIN | w
[

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.
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
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.
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.
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.
Division — Drop down allowing the user to select Divisions the user has access to.
Defaults to all Divisions.
Hospital Acuity — Drop down allowing the user to select Hospital Acuity levels the user
has access to. Defaults to all.
Medical Discipline — Drop down allowing the user to select Medical Disciplines. Defaults
to all medical disciplines.
Specialty — Drop down allowing the user to select Specialities. Defaults to all
specialities.
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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’.

l [ Forms and Guidance X’U NDTP - Doctors Inte x §__§ (P23 P F=RE

€« C A (X bhps//10.166.82.23/NDTPDIME/default. aspx >0 =
Non-Consultant &)
Consultant Select Report: Consukant Post and Occupancy Report L1
E Employment Date  (04/08/2016 00:00:00 NULL Date Post Created  |04/08/2016 00:00:00 NULL
Posts Approval Status | All v Post Identifier
@ Clinical Site Bantry General Hospital, Bantry Ge. [v] Hospital Group/CHO  |Children’s Hospital Group, Dublin M [vJ
. Division OPENSKY TEST Division, testdevisic [v] Hospital Acuity \AcuityCDupdate, acuitykk, AcuityLC [v]
E Medical Discipline Anaesthesia, Emergency Medicine, [v} Specialty |Anaesthesia, Biochemistry, Cardiolc [v}
o Sub Specialty ‘Adult Psychiatry, Anaesthesia, Bioc|v| Special Interest Breast & Endocrine Surgery, Breast | v |
@ Region DUBLIN & MID LEINSTER, DUBLIN [v]
System Config I 41 of2? p bl <@ Find | Next S
= Consultant Post & Occupancy Rég=rd/
ommon

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

|
< Do you want to open or save Consultant Post and Occupancy Report.xls from 10.166.82.237 Open Save | v Cancel
e

P

o — —_—
/=) i~ e L i 1514
\9 =l O] B s

Depending on your browser it might look like:

=] Consultant Post ...xls

X show all downloads.. *

The first sheet of the excel document will detail the parameters and the second sheet will
contain the details of the report.
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H9-~o0d)F Consultant Post and Occupancy Report (58) [Compatibility Mode] - Microsoft Excel - -] x
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, | Consultant Post & Occupancy Report
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: Post Identifier:
; | Employment Date:  04/08/2016
o | Approvalstams: Al
1; Date Post Created: ~ 04/08/2016
13| Clinical Site: Al
15 Hospital Group/CHO: Al
1; Division: Al 3
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; | Hospital Acuity: Al
; Medical Discipline: Al
;5 Specialty: Al
; Sub-Specialty Al

29| Special interest: Al

2 |Please find the report on the next page...
3

S
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Click ‘Sheet 2’ to display the report detail.
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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:

9 Consultant Post and Occupancy Report (58) [Compatibility Mode] - Microsoft Excel - -} x
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sl

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.

ug = oy v Consultant Post and Occupancy Report (58) [Compatibility Mode] - Microsoft Excel - ® x
) 8
| Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat @ - = x
S = = =7 (=R E=eF autosum - ﬁ
j e Arial [o A A = Wrap Text Geneal N ﬁ 2 E‘ & il - #
paste : Bz o |- 5=|| 55 Merge & Center - | &8 « % < £ | Condtional Formatas Cell | Insert Delete Format Ssort& Find &
= # Format Painter | H = ” A ‘ g | ‘@, H Y = Formatting ~ Table = Styles - i o 2 Clear - iers Sl
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\ Al - (‘ frl Principal Clinical Site
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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 gradef/title/contract type of the
post.

Post type — Outlines if the post is permanent or non-permanent etc.

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 or vacant etc.

Contract Hours — Total hours as per the contract type.

Post Capacity - Total hours for the post.
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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.

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.
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Section 6 - 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.

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.
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