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1. Scope 
 
The Acting-Up Policy applies to all HSE employees and to all grades of staff.  It has immediate 
effect and replaces all previous instructions in operation at Area and former health boards.   
 
Applications for approval of acting-up arrangements must be made in accordance with the 
procedures set out in this document.  The application form to request an acting-up appointment 
is outlined in Appendix 1.   
 
Payment for acting-up arrangements must also comply with the rules set out in this document.   
 
This policy will operate within the parameters of Government policy on such matters. 
 
 
2. Purpose of this Document 
 
The purpose of this document is to set out the standard national policy and procedures to be 
applied when making acting-up appointments and, where appropriate, the remuneration 
arrangements when employees are to be paid for acting at a higher level.  
 
This policy should be considered in line with the National Financial Regulations Payroll - NFR 
03. 
 
 
3. Definitions of Acting-up 
 
Acting-up is where an employee is required to act as a substitute for another employee in a 
higher grade when s/he is absent from work, e.g. when the substantive post-holder is absent 
due to annual leave, sick leave, maternity leave, career break, etc., or where the post is vacant 
pending its permanent filling.  In the case of permanent vacancies, there must be an intention to 
fill the vacancy if an acting-up arrangement is to be put in place. 
 
Managers are required to give careful consideration to all alternative means of covering 
vacancies which arise before seeking approval for acting-up arrangements.  The decision to 
appoint an employee to act-up in a higher grade requires the sanction of the Regional Director 
of HR and the Area Assistant National Director of Finance.  This sanctioning process will require 
evidence that all alternative options, including redeployment, reallocation of responsibilities 
amongst existing employees, reorganization of work, etc, were fully exhausted before a request 
for an acting-up appointment was made.   
 
The approval of an acting-up arrangement in accordance with this policy should not be 
considered as conferring support or sanction for consequential acting-up arrangements. 
 
 
4. Criteria to be applied when considering a requirement to pay an acting-up 

allowance 
 
Managers when reviewing vacancies and making assessments as to whether or not there is a 
requirement to appoint a staff member to act-up from their substantive grade to a higher grade 
for a defined period of time must consider and meet in full the criteria outlined below and also 
include on the appended application form*: 
 

4.1 Needs Assessment:  There must be a clear need to fill the post/position left vacant 
due to short-term nature of the absence of the post-holder.  In the case of posts 
vacated due to retirement/resignation/ reassignment, the post must: 
i. Continue to be a funded post. 
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ii. There must be intent to fill at the grade and role performed by the previous 
post-holder and the need for the post continues into the future. 

iii. The time-frame for filling must not extend to longer than six months from time 
of vacancy.  

4.2   Redeployment of staff / Reorganisation of work:  Following the completion of a needs 
assessment for the post, redeployment of existing staff and/or reorganisation of 
existing work should be the first action, regardless of the likely duration of the 
vacancy.  The following questions should be posed and answered: 
i. Is there an existing post holder at the same level, or at a higher level, in the 

immediate functional area that can have their area of responsibility extended to 
embrace the vacated position without a need to seek a post holder at a lower 
grade to fill the vacancy on an interim basis? 

ii. Is there an existing post holder at the same level or at a higher level, in the 
wider area that can have their area of responsibility extended to embrace the 
vacated position without a need to seek a post holder to fill the vacancy? 

iii. Can the tasks performed by the previous post holder be sub-divided and 
shared by other staff at their current grades and levels of responsibility?  

iv. Is the post likely to be impacted by reorganisation or transformation agenda in 
the short to medium term?  The suggested timeframe here is within the next 12 
months. 

 

*If a business case needs to be submitted in support of an acting-up appointment, 
all of these headings must be addressed. 

 
5. Selection Process for Acting-up Appointments 

The employee who is selected for acting-up must have all the competencies, qualifications, 
experience, and if necessary the appropriate registration, to enable them to carry out the acting-
up role effectively.  If the employee is not fully qualified for the acting role it must be restricted 
accordingly and alternative arrangements made to ensure full compliance.   
 

(i) Acting appointments – Less than 3-months 
Acting-up appointments which are short-term, i.e. for 3-months or less or which 
arise at short notice should be filled in accordance with the principles of the Code 
of Practice Atypical Appointments in the Civil Service and Certain Public Bodies*, 
i.e. fairness, merit and transparency.  While these vacancies may be filled locally, 
without going through the formal recruitment process, consideration must be given 
to the widest possible pool of potentially qualified candidates.  The selection criteria 
must be “based on the essential requirements of the post”.   
 

(ii) Acting appointments – Greater than 3-months  
Where the acting-up period is for greater than 3-months, or where there is sufficient 
time to formally advertise and undertake the formal selection process, the acting-up 
vacancy should be filled in compliance with the Code of Practice - Appointments to 
Positions in the Civil Service and Certain Public Bodies*.   This will include 
advertising the vacancy, issuing a job specification, interviews and formally 
appointing the successful candidate subject to receipt of appropriate clearances.   

 
The selection procedure and the rationale for decisions must be clearly documented, including 
information on the numbers of applicants and the assessment and appointment stages. 

 
*  Additional information on the application of these Codes to particular situations is available from the Area 
 Recruitment Manager 
 



Page 4 of 8 
HSE Policy on Acting-Up in a Higher Capacity (January 2010) 

6. Payment for Acting-up 
 
The comprehensive rules governing the payment of the acting-up allowance are outlined in the 
HSE Terms and Conditions of Employment Rulebook.  When these qualifying conditions are 
met, the general rules for remunerating employees that are acting-up in a higher post are as 
follows: 

 
(a) The minimum of the scale for the higher post, or the current acting-up allowance, 

whichever is the more favourable. 
(b) The acting-up allowance is set out in the Consolidated Salary Scales. 
(c) The rate of remuneration of a substitute should in no case exceed the maximum salary 

point of the higher post. 
(d) Calculation of premium payment during periods of acting-up should be calculated on the 

basis of basic pay (substantive post) plus the acting-up allowance. 
(e) An employee acting in a higher post will continue to progress incrementally on their 

substantive scale under normal incremental arrangements in addition to receiving the 
acting-up allowance.  Managers should monitor the acting up payments to employees 
upon incremental progression to ensure that the employee continues to receive the 
most favourable acting up payment, e.g. an employee who is on the first point of the 
scale in which they are acting up may upon incremental progression in their substantive 
post surpass the amount of the first point in the higher grade.  In such instances the 
employee should be paid on the relevant point of their substantive grade plus the acting 
up allowance going forward.  

 
 
7. Management / Administrative Grades – Grade VIII and higher and equivalent 

senior grades in other staff categories. 
 
As a general principle, it is expected that senior managers across all staff categories, in line with 
this policy, may be required to provide cover in the absence of their colleagues, or to cover 
vacant senior posts pending their filling, at their own grade or higher in the context of their 
managerial function without receiving an acting-up payment. 
 
Any derogation from this general principle will require a full business case to be submitted, in 
addition to the standard application form associated with this policy, which must be endorsed by 
the appropriate Regional Director of Operations and submitted to the National Director of 
Human Resources and the Director of Finance for their approval.  
 
 
8. Other Conditions of Employment 
 
Employees who are acting-up will retain the terms and conditions of their substantive post 
(except for the acting-up allowance, where appropriate). 
 
 
9. Subsequent Promotion 
 
In addition to the normal pay on promotion rules, in situations where an employee is 
subsequently promoted to a higher post immediately following a continuous period of acting-up 
in that post, s/he will receive incremental credit in respect of the continuous period of acting-up, 
which will be effective from the date of appointment to the higher grade post, i.e. there will 
be no back-payment made to an employee in respect of the time spent acting-up. 
 
In addition this service will be reckonable for the granting of service related annual leave 
entitlements. 
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10. Long Term Leaves 
 
An employee who is acting-up and subsequently goes on any type of long-term leave i.e. any 
leave that is intended to last longer than 4-weeks, e.g. long-term sick leave, maternity leave etc 
will be paid his/her basic rate of pay for the duration of that leave.   
 
 
11. Review of Acting-up 

(a) Service managers must review the acting-up arrangements on a monthly basis to 
assess the continuing need for acting-up and the suitability of the appointees to carry 
out the duties of higher post with the involvement/ authorisation of Area Assistant 
National Director, HR and Area Assistant National Director of Finance.   

 
(b) If a short-term acting-up appointment (which was not initially filled by competition) 

becomes a long-term acting-up requirement, i.e. longer than three months, 
consideration should be given to re-filling the acting-up post under the terms of point 
5(ii) above, if appropriate, i.e. in line with the regulations outlined in The Code of 
Practice – Appointments to Positions in the Civil Service and Certain Public Bodies. 

 
 
12. Monthly Reporting 
 
Monthly reports of employees in acting-up positions will be maintained within each service and 
will be forwarded to Area Assistant National Director, HR.  The report will include the start date 
of the acting, the name, grade, location and role of the absent substantive post-holder or 
previous post holder where the post has been vacated, the reason for the absence, the 
proposed date of termination of acting and the cost to date from the start of the year.  Each Area 
Assistant National Director of HR will submit a report of all acting arrangements for their Area on 
a quarterly basis, in a similar format to the Assistant National Director of HR, Performance 
Management and Management Information. 
 
 
13. Part Vacancies arising due to Flexible Working Hours/Parental Leave  
 
Acting allowances are not payable in respect of employees filling part of a vacancy created due 
to the approval of reduced working hours. Approval for flexible working hours/parental leave in 
the form of reduced weekly working hours is subject to the exigencies of service, and managers 
should be mindful of the difficulties associated with recruiting less than 0.5 of a whole-time 
equivalent. A restructuring of management/ supervisory responsibilities upwards or downwards 
will be necessary in situations where there is less than 0.5 of a post vacant. 
 
 
14. Terminating Acting-up Arrangements 
 
When the purpose of the acting-up arrangement is no longer required the payment for acting-up 
should immediately cease.  The line manager must confirm the termination of the acting-up 
arrangement to the payroll office. In addition, the payment of the acting allowance will 
automatically cease on the expiry date entered on the Acting-up Authorisation Form.  
 
The purpose and expected duration of the acting-up arrangement should be clearly 
communicated to the employee and documented on the employee’s file and s/he should be 
clearly informed of the circumstances which will bring it to an end. 
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Appendix 1         
Health Service Executive – Request for Acting-Up/to extend Acting-Up (October 2009) 

This form is to be competed in all cases for new or extension of Acting-Up arrangements.   Requests must conform to the Employment 
Control Framework and National Policy on Acting –Up.  A form has to be completed for each individual request. Approval must be sought from both 
Government Departments for a new filling.  The form is to be forwarded to the Area Employment Monitoring Group for onward transmission to the 
National Director of Human Resources and National Director of Finance. Please complete form in Block Capitals/Tick or complete appropriate boxes. 

New Application  Extension of Acting         

HSE Region  Dublin North East // Dublin Mid Leinster // South // West // Corporate // Shared Services * 

Unit/Location/hospital/Agency  

Service Function:-   Integrated Services    Population Health     Corporate     Voluntary Hospital/Agency  

Title of Post  

Reason for request for 
Acting-Up   Sick Leave   Annual Leave   Locum      Pending permanent appointment   

Other – please specify __________________________________________________________ 

Details of proposed recipient of Acting and of post/vacancy* being covered  

Grade Code         Position Number    (substantive post holder) 

Grade Code         Position Number   (post/vacancy for Acting-up) Date 
Vacant____________         
 
Name of person last/currently in post: _____________________Name of Proposed Post holder( Acting) 
________________________ 
 
Location:  ____________  Cost Centre:  ____________  WTE Value:  ______  Proposed Start Date__________ End date_______ 
 
Financial Implications: Neutral / Cost Increasing*        Funding Code ______________  Acting-Up Allowance: €____________ p.a.  
 
If for a vacancy it is intended to fill on a permanent basis:  Yes / No*.  If yes, give projected timeline to fill:  ____________________. 
 

Additional Information in support of application  

Review of Redeployment/ 
Reorganisation options – confirm 
assessments after detailed 
examination and provide 
business case as appropriate 

Another post holder in immediate area Yes / No* in wider area Yes / No* 
Reorganisation option Yes / No*  Give reasons why not: 

_____________________________________ 

_______________________________________________________________________________ 

Post will not be impacted by reorganisation/transformation within next 12 months  Yes / No* 

Any other reasons why acting-up is required: 

______________________________________________ 

_______________________________________________________________________________ 

I request approval to grant acting-up as outlined above.  I confirm a detailed examination of the post/vacancy was carried out to consider an 
alternative and more flexible cross-cover arrangements and that this was not possible.  It is not possible to fill the post/vacancy by 
redeployment/reassignment/ reorganisation of work.   
 
Signed(Print Name below):                           ________________________________ Title: ____________________________ Date: ______________ 
Requesting Manager/LHM/Hospital Manager (   ) 
/CEO Voluntary Hospital/Voluntary Agency 
 
Counter-signed by Area ANDs of HR/Finance: ___________________________ _____________________________ Date: ______________ 
     (AND of Human Resources)  (AND of Finance) 
 
I recommend/approve* the application. 
 
Signed:        ________________________________ Title: ______________________________ Date: ______________ 
Regional Director of Operations 
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I recommend/approve* the application: 
 
 
 
 

Signed: _____________________________________________
              National Director of Finance 
 
Date:   ______________ 

Signed: _______________________________________
              National Director of Human Resources 
Date:   ______________ 

 
 
Please forward to the National Employment Monitoring Unit, National HR Directorate, Health Services Executive, Oak House, 
Millennium Park, Naas, Co Kildare for processing to Department of Health and Children/Department of Finance, in respect of new 
applications. 

 
 

Approved to be forwarded to the Department of Health & Children 
 
Signed:  ____________________  Date:      _______ NEMU Log No: _____      
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Appendix 2 

 

Codes of Practice  

The recruitment and selection approaches by which an employee is selected to act up are 
governed by the HSE’s Recruitment Licences and associated Codes of Practice issued by the 
Commission for Public Service Appointments (CPSA) under the Public Service Management 
(Recruitment and Appointment) Act 2004, 

• Code of Practice Appointments to Positions in the Civil Service and Certain Public 
Bodies (01/07) 

• Code of Practice Emergency Short-Term Appointments to Positions in the Health 
Service Executive and, 

• Code of Practice Atypical Appointments in the Civil Service and Certain Public Bodies  

These Codes of Practice are based on the core principles of probity, equity and fairness, 
appointments based on merit and best practice which should be applied to all recruitment 
processes. The Codes detail the action that must be taken by the HSE in respect of notifying 
and sourcing candidates, advertising, the selection processes, appointments and feedback to 
candidates in addition to the requirement to adequately document the basis of decisions made 
and the basis on which successful candidates are appointed. 

The Codes of Practice also detail the procedure for processing requests for review or allegations 
of a breach of the principles of the Codes of Practice. 

 


