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CANDIDATES INFORMATION BOOKLET

PLEASE READ CAREFULLY

The Public Appointments Service intend to hold a competition for the purpose of
recommending a person for appointment to the position of:

Consultant General Adult Psychiatrist
s.i. Rehabilitation

Carlow/Kilkenny Mental Health Services

The Public Appointments Service is committed to a policy of equal opportunity.

The Public Appointments Service is advertising this post and conducting the selection process
including the post interview stage on behalf of the Health Service Executive in compliance with
the code of practice for appointment to positions in the Civil Service and Public Service
prepared by the Commission for Public Service Appointments (CPSA). Codes of Practice are
published by the CPSA and are available on www.cpsa.ie

The Job Specification and Terms & Conditions of Employment will be carried out under the
Health Service Executive’s own recruitment licence.

Anne Park, Recruitment & Selection Services, Tel: 01 — 8587482
PUBLIC APPOINTMENTS SERVICE
CHAPTER HOUSE
26-30 ABBEY STREET UPPER
DUBLIN 1
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Consultant Appointments Unit
Aonad Cheapachain na nDochtliri Comhairleacha

Health Service Executive
Feidhmeannacht na Seirbhise Slainte

Feidhmeannacht na Seirbhise Sldinte Dr Steevens’ Hospital
Health Service Executive L

Ospidéal Dr Steevens

Dublin 8

BAC 8

@: 016352524

Mr Jim Ryan Post Ref: KKPSRP06
Head of Operations and Service Improvement

HSE Mental Health Services

1st Floor, Nexus Building

Blanchardstown Corporate Park

Ballycoolin Road

Blanchardstown

Dublin 15

26™ May 2015

Dear Mr Ryan,

| refer to the application from the HSE MHS attached to Ms M Murtagh’s e-mail of 11"
November 2014 and related documentation. This letter supersedes the letter of approval issued
on 28™ May 2008.

The Health Service Executive has approved the appointment of a:

CONSULTANT GENERAL ADULT PSYCHIATRIST
SI REHABILITATION

This is an appointment to on a Type A basis under the Consultants’ Contract 2008 (as of 8"
December 2014) by the Health Service Executive. The initial commitment for this post will be to
Carlow / Kilkenny Mental Health Services for 39 hours per week in replacement of the services
of Dr Allison Newman. This post may be subject to restructuring in the future to facilitate the
reorganization of acute services in line with new clinical models of acute and community
services. It is noted that the post must be congruent with the requirements of, and facilitate
implementation of, the HSE’s National Clinical Programmes including commitment to deliver the
relevant performance outcomes.

The normal duties for the post as outlined in the documentation and agreed by the HSE, will
include inter alia:

7 hours per week for day care commitment
6 hours per week for out-patient clinics

6 hours per week for inpatient care

4 hours per week for ward rounds

4 hours per week for consultation services
2 hours per week for case conferences
Participation in the on-call rota
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The foregoing list of duties will form part of the Clinical Directorate Service Plan. The remaining
commitments are to be assigned by the employer(s) and may be adjusted by the Clinical
Director / Employer whilst retaining flexibility in meeting the operational needs of the employer.
This assignment of commitments will be done in consultation with the Consultant appointed to
this post who will be expected to work in a flexible manner to meet such operational needs.

If a significant change to this post is contemplated e.g. location, structure, title, contract type etc.
the prior approval of the Health Service Executive is required.

Approval to this post is subject to the following conditions

e Total employment remaining within your approved ceiling.
e That normal recruitment procedures for the filling of consultant posts are applied.

e That there are no additional non-consultant hospital doctor posts attached.

The following qualifications shall apply to this appointment:-

1. Professional Qualifications
@ Registration as a specialist in the Specialist Division of the Register of Medical
Practitioners maintained by the Medical Council in Ireland in the specialty of psychiatry
and
(b) One year certified postgraduate training in rehabilitation psychiatry.

2. Age

Age restriction shall only apply to a candidate where he/she is not classified as a new entrant
(within the meaning of the Public Service Superannuation (Miscellaneous Provisions) Act,
2004). A candidate who is not classified as a new entrant must be under 65 years of age on the
first day of the month in which the latest date for receiving completed application forms for the
office occurs.

3. Health

A candidate for and any person holding the post must be fully competent and capable of
undertaking the duties attached to the post and be in a state of health such as would indicate a
reasonable prospect of ability to render regular and efficient service.

4. Character
A candidate for and any person holding the post must be of good character.

5. Entry to competition and subsequent appointment

For the purposes of eligibility for entry to any competition or recruitment process associated with
this post, a candidate must fulfil the eligibility requirements laid down in the information pack for the
post.

The successful interviewee must be registered as a Specialist in the relevant specialty on the
Specialist Division of the Register of Medical Practitioners maintained by the Medical Council of
Ireland before taking up appointment. The candidate will be allowed a max of 180 calendar days
from date of interview to secure this registration and produce evidence of special interest
training where relevant

Should the successful candidate not be registered as a Specialist at that time, the post may be
offered to the next suitable candidate (or, in the case of HSE posts, the Public Appointments
Service may choose not to recommend that candidate to the employer). Should no suitable
candidate exist, a further recruitment process may be initiated.
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Requirements vis-a-vis approval letter

¢ All documentation relating to this post, including the job description, should be consistent
with the contents of this letter.

e The Contract offered to the appointee is the Consultants’ Contract 2008 (as of 8" December
2014).

e This letter of approval shall be made available to all applicants for the post.

e This letter of approval must be attached at Appendix 1 to the contract to be made with the
successful candidate as per the Consultants’ Contract 2008 (as of 8" December 2014).

In the event of the above post becoming vacant at any future date, whether by reason of
resignation, retirement or death, the vacancy must be notified to the Consultant Appointments
Unit which will arrange for a review of the position and a decision on whether to ratify the
continuation of the post.

| would be grateful if, in due course, you would let me have, for record purposes, details (the
name, date of birth and date of appointment) of the person appointed to the above permanent
position.

Yours sincerely

T D [ EP2CES52 7

Andrew Condon
General Manager, Office of National Director of Human Resources

cc: Ms Joan McGovern, National Recruitment Service, HSE—-HR Services, Manorhamilton
Tess O’'Donovan, Assistant National Director — Human Resources, HSE South
Ms Anna Marie Lanigan, Area Manager, Carlow / Kilkenny MHS
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Feidhmeannacht na Seirbhise Slinte
Health Service Executive

Job Specification & Terms and Conditions

Job Title and Grade

Consultant General Adult Psychiatrist si Rehabilitation

KKPSRP06
Competition 15101008
Reference
Proposed Interview | To be confirmed by PAS
Date (s)
Taking up | Ideally, the successful candidate will take up duty no later than 4 months of

Appointment

being interviewed

Location of Post

This is an appointment to on a Type A basis under the Consultants’ Contract
2008 (as of 8™ December 2014) by the Health Service Executive. The initial
commitment for this post will be to Carlow / Kilkenny Mental Health Services
for 39 hours per week in replacement of the services of Dr Allison Newman.
This post may be subject to restructuring in the future to facilitate the
reorganization of acute services in line with new clinical models of acute and
community services. It is noted that the post must be congruent with the
requirements of, and facilitate implementation of, the HSE’s National Clinical
Programmes including commitment to deliver the relevant performance
outcomes.

Organisational Area

HSE Mental Health Service

Details of Service

Service provided by the Unit:

It provides specialist assessment and management of service users who suffer
from mental illness. This includes interdisciplinary assessment of biological,
psychological and social needs leading to the formulation of an
interdisciplinary care plan designed for the individual patient. The service
liaises with third party providers of services to optimise the opportunities
available to individual service users to avail of resources within their own
communities and in so far as is possible to maintain their independence. The
service works closely with other teams including general adult psychiatrists,
medical staff within the General Hospital and General Practitioners to ensure
an integrated seamless service.

Client Group served by the Unit:

The service is a specialist mental health adult service to provide a service to
individuals with enduring mental illness and complex needs over 18 yrs of age
residing in the catchment area. The service is provided to those who
experience acute episodes of mental ill health both on an in-patient and
community delivered domiciliary basis.

Future Developments for the Service:
To develop the service in line with the requirements of “A Vision for Change”
and ‘Primary Care a New Direction’.

Team Structure:

1 Consultant Psychiatrist; 1 NCHD; 1 Occupational Therapist; 1 Social
Worker; 3 Community Mental Health Nurses; and 50 (approx) attached to the
Community Residences.
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Reporting
Relationship

The Consultant’s reporting relationship and accountability for the discharge of
his/her contract is:

i) in the case of Consultant Psychiatrists, to the Clinical Director and
the Area Manager, Community Health Organisation (where the
Consultant is employed by the HSE) / Chief Executive Officer
(where the Consultant is not employed by the HSE).

Reporting relationships associated with the post:
@) Reports to and liaises with the Executive Clinical Director,
Carlow/Kilkenny Mental Health Services.
(b) The organisational role of the consultant relates upwards
through the Executive Clinical Director.

Working Relationship:

The working relationship requires co-ordination, liaison and collaboration with
other health care professionals, managerial/administrative staff and agencies
associated with standards and inputs to the provision of care for clients of the
service.

Purpose of the Post

The consultant’s position is both clinical and organisational (in the service
context).

The clinical role is diagnostic, investigative, treatment and prescription, either
directly or through others but involving continuing full responsibility for the
treatment of patients without supervision in clinical matters.

The organisational role carries service planning and resource management
responsibilities at individual consultant level and at the department/unit and
hospital levels.

The teaching role arises from the clinical and organisational dimensions of the
role and focuses on health staff training and development.

The effectiveness of the role will be seen in the quality of care provided within
the parameters of policy and the optimum use of available resources.

Principal Duties and
Responsibilities

Standard Duties and responsibilities

a) To participate in development of and undertake all duties and functions
pertinent to the Consultant’s area of competence, as set out within the
Clinical Directorate Service Plan and in line with policies as specified
by the Employer.

b) To ensure that duties and functions are undertaken in a manner that
minimises delays for patients and possible disruption of services.

c) To work within the framework of the hospital / agency’s service plan
and/or levels of service (volume, types etc.) as determined by the
Employer. Service planning for individual clinical services will be
progressed through the Clinical Directorate structure or other
arrangements as apply.

d) To co-operate with the expeditious implementation of the Disciplinary
Procedure (attached at Appendix II).
e) To formally review the execution of the Clinical Directorate Service

7

Consultant General Adult Psychiatrist s.i. Rehabilitation
Carlow Kilkenny Mental Health Services
STAR 15101008




Plan with the Clinical Director / Employer periodically. The Clinical
Directorate Service Plan shall be reviewed periodically at the request of
the Consultant or Clinical Director / Employer. The Consultant may
initially seek internal review of the determinations of the Clinical
Director regarding the Service Plan.

f) To participate in the development and operation of the Clinical
Directorate structure and in such management or representative
structures as are in place or being developed. The Consultant shall
receive training and support to enable him/her to participate fully in
such structures.

g) To provide, as appropriate, consultation in the Consultant’s area of
designated expertise in respect of patients of other Consultants at their
request.

h) To ensure in consultation with the Clinical Director that appropriate
medical cover is available at all times having due regard to the
implementation of the European Working Time Directive as it relates to
doctors in training.

i) To supervise and be responsible for diagnosis, treatment and care
provided by non-Consultant Hospital Doctors (NCHDs) treating patients
under the Consultant’s care.

j) To participate as a right and obligation in selection processes for non-
Consultant Hospital Doctors and other staff as appropriate. The
Employer will provide training as required. The Employer shall ensure
that a Consultant representative of the relevant specialty / sub-specialty
is involved in the selection process.

k) To participate in clinical audit and proactive risk management and
facilitate production of all data/information required for same in
accordance with regulatory, statutory and corporate policies and
procedures.

I) To participate in and facilitate production of all data/information
required to validate delivery of duties and functions and inform planning
and management of service delivery.

Operational, strategic, developmental, clinical, administrative and other
duties that will apply to the post:

The provision of consultant services will be in accordance with the agreed
schedule of commitment and practice plan.

Duties:

¢ In exercise of his/her powers under subsection (3) of Section 14 of the
Health Act, 1970 the Chief Officer will determine that the person
appointed shall perform the following duties appropriate to the office;

e Consultant Adult Psychiatrist with a special interest in rehabilitation to the
Health Service Executive South and in particular:
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To be responsible for the care and treatment of patients in his/her clinical
care.

To attend, as required by the Chief Officer/ECD, persons receiving
services in any health institution maintained by the HSE and to advise on
their treatment.

To attend as directed by the Chief Officer/ECD, at clinics and out-patient
departments maintained by the HSE and to provide either thereat or in the
appropriate hospital a diagnostic treatment and consultation service as may
be appropriate for or in respect of patients for whom the HSE is obliged
under any enactment to provide such a service.

To be responsible, under the person in charge, for the general management
and running of such departments of the hospitals of the HSE, or of such
other psychiatric services operated by the HSE, as may be assigned to
him/her and to be responsible for the care and treatment of the patients
concerned in such assignment.

To deputise, if required, for the person in charge when he/she is absent or
the office is vacant

To arrange for the discharge from hospital of all patients in his/her clinical
charge for whom hospital care and treatment, in his/her opinion, is no
longer necessary.

To take special interest in and to be responsible, under the person in
charge, for the general organisation of mental health services for the
patients of the HSE as may be assigned to him/her.

To co-operate and liaise with the HSE’s, or replacement organisation,
consultants and provide consultant advice and guidance, on request, or as
appropriate.

To keep such records as may be required from time to time by the HSE.

To co-operate with the Chief Officer/ECH, Area Manager, Medical,
Nursing and AHP staff in all matters pertaining to the general efficiency
and effectiveness of the HSE, or replacement organisation, services, and
attend case conferences as requested.

To furnish on request, to a registered Medical Practitioner authorised by the
HSE, or replacement organisation, or the Minister, the clinical details
regarding any person who is or has been under his/her care in the hospital
or clinic on production of the written consent of the person (or written
consent of the person’s representative or next-of-kin).

o Whenever the Minister is of the opinion, however, that it would not
be in the interests of the common good to seek such consent and
he/she certifies accordingly, the officer shall furnish the required
information to the registered Medical Practitioner authorised by the
Minister. Where, however, the officer is of the opinion that the
nature of the case is such that he/she should inform the patient of
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the requirement of the Minister, he/she shall be at liberty to do so.

o Itis not intended that this requirement will operate in a manner
which would detract from the patient’s character or reputation.

To examine any person referred to him/her by the HSE, or replacement
organisation, for examination and report and to furnish to the HSE, or
replacement organisation, a full report of his/her findings on such
examination, unless the person referred informs the Officer that he/she
objects to the examination or to the submission of such reports, in which
event the Officer shall notify the HSE, or replacement organisation.

To provide postgraduate education for Non-Consultant Hospital Doctors,
General Practitioners, Area Medical Officer, Nursing Staff and
Paramedical Staff.

To supervise and be responsible for the clinical work and record keeping of
Non-Consultant Hospital Doctors and other health professionals under
his/her control and authority and to be responsible for the proper
performance of their duties by the staff assigned to the
department/specialty and services under his/her control and to instruct
them in the proper performances of their duties both by means of practical
instruction and lectures.

To notify the appropriate officer of any case of infectious or suspected
infectious disease in his/her department of the hospital or area of
responsibility and to furnish him/her with such particulars as he/she may
require in regard to such case and in conjunction with the said officer to
carry out preventive measures as may be necessary.

To issue, or arrange for the issue of, to or in respect of any patient under
his/her care in a hospital, or referred to him/her at a clinic, and without
charge any certificates which might reasonably be required by such patient
in regard to the state of his/her health in connection with his/her normal
employment of his/her entitlement to benefit under any scheme of social
insurance or assistance.

To be responsible for the maintenance of appropriate liaison arrangements
between his/her services and the patients normal medical attendants and
nominated next of kin.

To participate in structured arrangements for the determination of resource
provision, utilisation, service planning, evaluation and performance review.

To participate in representative and collaborative working arrangements
put in place by the Health Service Executive South.

To negotiate and agree with the employer a Schedule of Commitment and
Practice Plan that is consistent with the optimum use of available resources
and facilities and with the schedule of Commitments and Practice Plans of
colleagues

To set up and participate in formal audit
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e To participate in Hospital Accreditation process.
e To participate in mandatory health and safety training

e To provide cross cover for short term absences when locums are not
available

The above Job Description is not intended to be a comprehensive list of all
duties involved and consequently, the post holder may be required to
perform other duties as appropriate to the post which may be assigned to
him/her from time to time and to contribute to the development of the
post while in office.

Eligibility Criteria

Quialifications and/
or experience

Professional Qualifications
(@) Registration as a specialist in the Specialist Division of the Register of
Medical Practitioners maintained by the Medical Council in Ireland in
the specialty of psychiatry
and
One year certified postgraduate training in rehabilitation psychiatry.

Entry to competition / recruitment process

No candidate will be appointed as a Medical Consultant unless (s)he is
registered as a Specialist in the Specialist Division of the Register of Medical
Practitioners maintained by the Medical Council of Ireland.

Age

Age restriction shall only apply to a candidate where he/she is not classified as
a new entrant (within the meaning of the Public Service Superannuation
(Miscellaneous Provisions) Act, 2004). A candidate who is not classified as a
new entrant must be under 65 years of age on the first day of the month in
which the latest date for receiving completed application forms for the office
occurs.

Health

A candidate for and any person holding the post must be fully competent and
capable of undertaking the duties attached to the post and be in a state of health
such as would indicate a reasonable prospect of ability to render regular and
efficient service.

Character
A candidate for and any person holding the post must be of good character.

Entry to competition and subsequent appointment

For the purposes of eligibility for entry to any competition or recruitment
process associated with this post, a candidate must fulfil the eligibility
requirements laid down in the information pack for the post.

The successful interviewee must be registered as a Specialist in the relevant
specialty on the Specialist Division of the Register of Medical Practitioners
maintained by the Medical Council of Ireland before taking up appointment.
The candidate will be allowed a max of 180 calendar days from date of
interview to secure this registration and produce evidence of special interest
training where relevant
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Should the successful candidate not be registered as a Specialist at that time,
the post may be offered to the next suitable candidate (or, in the case of HSE
posts, the Public Appointments Service may choose not to recommend that
candidate to the employer). Should no suitable candidate exist, a further
recruitment process may be initiated.

Post Specific
Requirements

Other requirements
specific to the post

The successful candidate will be required to travel between centres in the
performance of his/her duties and will be required to participate in an out of
hours on-call rota.

Skills, competencies
and/or knowledge

e Demonstrate evidence of computer skills including the use of power point
and the internet as a research tool e.g. Display evidence based clinical
knowledge in making decisions regarding client care

e Demonstrate evidence of effective planning and organising skills including
awareness of resource management and importance of value for money

e Demonstrate ability to manage deadlines and effectively handle multiple
tasks

e Demonstrate effective communication skills including: the ability to
present information in a clear and concise manner; the ability to facilitate
and manage groups through the learning process; the ability to give
constructive feedback to encourage learning

e Demonstrate awareness and appreciation of the service user

e Demonstrate leadership and team management skills including the ability
to work with multi disciplinary team members

e Demonstrate evidence of ability to empathise with and treat patients,
relatives and colleagues with dignity and respect.

e Demonstrate understanding and/ or experience of dental services

e Demonstrate and understanding of recovery principles.

Competition Specific
Selection Process

Ranking/Shortlisting

A ranking and or shortlisting exercise may be carried out on the basis of
information supplied in your application form. The criteria for ranking and or
shortlisting are based on the requirements of the post as outlined in the
eligibility criteria and skills, competencies and/or knowledge section of this

/ Interview job specification. Therefore it is very important that you think about your
experience in light of those requirements.
Failure to include information regarding these requirements may result in you
not being called forward to the next stage of the selection process.
Protection of | As this post is one of those designated under the Protection of Persons
Persons Reporting | Reporting Child Abuse Act 1998, appointment to this post appoints one as a
Child Abuse Act | designated officer in accordance with Section 2 of the Act. You will remain a
1998 designated officer for the duration of your appointment to your current post or

for the duration of your appointment to such other post as is included in the
categories specified in the Ministerial Direction. You will receive full
information on your responsibilities under the Act on appointment.

Code of Practice

The Public Appointment Service will run this campaign in compliance with the
Code of Practice prepared by the Commissioners for Public Service
Appointments (CPSA). The Code of Practice sets out how the core principles
of probity, merit, equity and fairness might be applied on a principle basis. The
Codes also specifies the responsibilities placed on candidates, feedback
facilitates for applicants on matters relating to their application when
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requested, and outlines procedures in relation to requests for a review of the
recruitment and selection process and review in relation to allegations of a
breach of the Code of Practice. Additional information on the HSE’s review
process is available in the document posted with each vacancy entitled “Code
of Practice, information for candidates. ”

Codes of practice are published by the CPSA and are available on
www.hse.ie/eng/staff/jobs in the document posted with each vacancy entitled
“Code of Practice, information for candidates or on wWww.cpsa.ie

The reform programme outlined for the Health Services may impact on this role and as structures
change the job description may be reviewed.

This job description is a guide to the general range of duties assigned to the post holder. It is intended to
be neither definitive nor restrictive and is subject to periodic review with the employee concerned.
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Feidhmeannacht na Seirbhise Sldinte

Health Service Executive
Terms and Conditions of Employment
Consultant General Adult Psychiatrist si Rehabilitation
KKPSRP06
Tenure The appointment is whole-time, permanent and pensionable

Appointment as an employee of the Health Service Executive is governed by the
Health Act 2004 and the Public Service Management (Recruitment and
Appointment) Act 2004.

Remuneration

The annual salary will be as set out in the Consultant Contract 2008 for Contract
Type A

Medical Consultants Salary Scales from 1% September, 2014 - New Entrant
(Clinicians) from 1* October 2012* who are parties to the Haddington Road
Agreement :

€127,000 €132,600 €140,000 €144,000 €150,000 €155,000
€161,000 €166,500 €175,000

Note:

*Serving Consultants moving from permanent posts are allowed to retain their
existing salary scales

(Applicants who are currently in permanent employment as a Consultant in the
Irish public health system on a salary scale other than that applicable from 1%
October 2012 retain eligibility for payment under that scale if appointed to this
post)

*Consultants taking up posts under these scales may benefit from incremental
credit up to the 6™ point

(A framework for the application of incremental credit is currently being
developed and once agreed will be applied to this post retrospectively from the
date of appointment)

Working Week

The standard working week applying to the post is: 39 hours per week

Annual Leave

The annual leave associated with the post is: 30 Working Days per annum and as
determined by the Organisation of Working Time Act 1997.

Superannuation

This is a pensionable position within the HSE. The successful candidate will
upon appointment become a member of the appropriate pension scheme. Please
be advised that pension scheme membership will be notified within the contract
of employment.

Members of pre-existing pension schemes who transferred to the HSE on 1st
January 2005 pursuant to Section 60 of the Health Act 2004 are entitled to
superannuation benefit terms under the HSE Scheme which are no less
favourable to those to which they were entitled at 31st December 2004.

Probation

Every appointment of a person who is not already a permanent officer of the Health
Service Executive or of a Local Authority shall be subject to a probationary period
of 12 months as stipulated in the Department of Health Circular No.10/71.
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Protection of
Persons Reporting
Child Abuse Act
1998

As this post is one of those designated under the Protection of Persons Reporting
Child Abuse Act 1998, appointment to this post appoints one as a designated
officer in accordance with Section 2 of the Act. You will remain a designated
officer for the duration of your appointment to your current post or for the
duration of your appointment to such other post as is included in the categories
specified in the Ministerial Direction. You will receive full information on your
responsibilities under the Act on appointment.

Infection Control

All HSE Employees must have a working knowledge of HIQA Standards as they
apply to the role for example, Standards for Healthcare, National Standards for
the Prevention and Control of Healthcare Associated Infections, Hygiene
Standards etc.

Ethics in Public
Office 1995 and
2001

Positions

remunerated at or
above the
minimum point of
the Grade VI
salary scale
(€64,812 as at
01.01.10)

Positions
remunerated at or
above €156,380 at 1
July 2013.

Positions remunerated at or above the minimum point of the Grade VIII salary
scale (€ 64,812 as at 01.01.2010) are designated positions under Section 18 of the
Ethics in Public Office Act 1995. Any person appointed to a designated position
must comply with the requirements of the Ethics in Public Office Acts 1995 and
2001 as outlined below;

A) In accordance with Section 18 of the Ethics in Public Office Act 1995, a
person holding such a post is required to prepare and furnish an annual statement
of any interests which could materially influence the performance of the official
functions of the post. This annual statement of interest should be submitted to the
Chief Executive Officer not later than 31st January in the following year.

B) In addition to the annual statement, a person holding such a post is required,
whenever they are performing a function as an employee of the HSE and have
actual knowledge, or a connected person, has a material interest in a matter to
which the function relates, provide at the time a statement of the facts of that
interest. A person holding such a post should provide such statement to the Chief
Executive Officer. The function in question cannot be performed unless there are
compelling reasons to do so and, if this is the case, those compelling reasons must
be stated in writing and must be provided to the Chief Executive Officer.

C) A person holding such a post is required under the Ethics in Public Office
Acts 1995 and 2001 to act in accordance with any guidelines or advice published
or given by the Standards in Public Office Commission. Guidelines for public
servants on compliance with the provisions of the Ethics in Public Office Acts
1995 and 2001 are available on the Standards Commission’s website
http://www.sipo.gov.ie/

Positions remunerated at or above €156,380 as at 1st July 2013 are designated
positions under the Ethics in Public Office Acts 1995 and 2001.

In accordance with Section 18 of the Ethics in Public Office Act 1995, a person
holding such a post is required to prepare and furnish an annual statement of any
interests which could materially influence the performance of the official
functions of the post. This annual statement of interest should be submitted to the
Chief Executive Officer not later than 31st January in the following year.

In addition to the annual statement, a person holding such a post is required,
whenever they are performing a function as an employee of the HSE and have
actual knowledge, or a connected person, has a material interest in a matter to
which the function relates, provide at the time a statement of the facts of that
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interest. A person holding such a post should provide such statement to the Chief
Executive Officer. The function in question cannot be performed unless there are
compelling reasons to do so and, if this is the case, those compelling reasons must
be stated in writing and must be provided to the Chief Executive Officer.

Under the Standards in Public Office Act 2001, the post holder must within nine
months of the date of appointment provide the following documents to the
Standards in Public Office Commission at 18 Lower Lesson Street, Dublin 2:

1. A Statutory Declaration, which has been made by the post holder not
more than one month before or after the date of the appointment, attesting
to compliance with the tax obligations set out in section 25(1) of the
Standards in Public Office Act and declaring that nothing in section 25(2)
prevents the issue to the post holder of a tax clearance certificate

2. and either
(@) a Tax Clearance Certificate issued by the Collector-General not more
than 9 months before or after the date of the appointment or
(b) an Application Statement issued by the Collector-General not more
than 9 months before or after the date of the appointment.

A person holding such a post is required under the Ethics in Public Office Acts
1995 and 2001 to act in accordance with any guidelines or advice published or
given by the Standards in Public Office Commission. Guidelines for public
servants on compliance with the provisions of the Ethics in Public Office Acts
1995 and 2001 are available on the Standards Commission’s website
http://www.sipo.gov.ie/
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SELECTION PROCESS

How to apply

You may apply by submitting an application and a comprehensive copy of your curriculum vitae
Your CV should clearly show your relevant achievements and experience in your career to date.

Only submitted applications will be accepted into the campaign. While candidates have the
facility to make changes to their personal profiles on their publicjobs.ie account, they must inform
the relevant recruitment unit in the Public Appointments Service any changes to their details once
they have submitted their application form.

The admission of a person to a competition, or invitation to attend an interview, is not to be
taken as implying that the Public Appointments Service are satisfied that such person fulfils the
requirements of the competition or is not disqualified by law from holding the position and does
not carry a guarantee that your application will receive further consideration. It is important,
therefore, for you to note that the onus is on you to ensure that you meet the eligibility
requirements for the competition before attending for interview. If you do not meet these
essential entry requirements but nevertheless attend for interview you will be putting yourself to
unnecessary expense as the Public Appointments Service will not be responsible for refunding
any expenses incurred.

Closing Date

It is expected that the closing date for receipt of your online application form and uploaded CV
will be in eight weeks.

If you do not receive an acknowledgement of receipt of your application within 2 working days of
applying, please contact Anne Park on 01 8587482.

Selection Methods

The Public Appointments Service will convene an expert board to carry out the competitive
stages of the selection process to the highest standards of best practice. The approach
employed may include:

. shortlisting of candidates on the basis of the information contained in their application to
reduce the list of candidates to a more manageable number for interview;

. an initial / preliminary interview which may in turn include a questionnaire &/or
presentation by the candidate;

. a competitive interview, for those selected following preliminary interview, which may

also include a presentation or other exercise by the candidate.

Prior to recommending any candidate for appointment to this position the Public Appointments
Service will make all such enquiries including health checks that are deemed necessary to
determine the suitability of that candidate. (Please see information regarding Exposure Prone
Procedures on page 22 of this booklet). Until all stages of the recruitment process have been
fully completed a final determination cannot be made nor can it be deemed or inferred that such
a determination has been made.

Should the person recommended for appointment decline, or having accepted it, relinquish it,
the Public Appointments Service may at its discretion, select and recommend another person
for appointment on the results of this selection process.
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EXPENSES:

The Public Appointments Service will not be responsible for any expense, including travelling
expenses, candidates may incur in connection with their candidature.

CANVASSING WILL DISQUALIFY.

CONFIDENTIALITY:
Subiject to the provisions of the Freedom of Information Acts 2014, applications will be treated in
strict confidence.

Feedback:
Please note that feedback is available on written request.
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GUIDELINES FOR DEALING WITH APPEALS/REQUESTS FOR REVIEW

The Public Appointments Service will consider requests for review in accordance with the
provisions of the codes of practice published by the Commission for Public Service
Appointments (CPSA). Where a candidate is unhappy with an action or decision in relation to
their application he/she can seek a review under Section 7 of the code of practice governing
the recruitment process by a person in the recruiting body (initial reviewer). Where a candidate
remains dissatisfied following this initial review, he/she may seek to have the conduct of the
initial review examined by a “decision arbitrator”.

As an alternative to the above, it is open to a candidate to seek to have the matter resolved on
an informal basis, as set out below. If a candidate remains dissatisfied following any such
discussion it is open to him/her to seek a formal review.

Informal process:

¢ The candidate can avail of the informal review within 5 working days of natification of the
initial decision, and should normally take place between the candidate and the person who
communicated the decision (or relevant person).

e Where the decision being conveyed relates to an interim stage of a selection process, the
request for informal review must be received within 2 working days of the date of receipt of
the decision.

¢ Where a candidate remains dissatisfied following any such informal discussion, he/she may
adopt the formal procedures set out below.

¢ If the candidate wishes the matter to be dealt with by way of a formal review, he/she must
do so within 2 working days of the notification of the outcome of the informal review.

Formal process: Initial review:

¢ The candidate must address his/her concerns in relation to the process in writing to the
Chief Executive, setting out those aspects of the action or decision in relation to his/her
candidature that he/she wishes to have reviewed.

e Arequest for review must be made within 10 working days of the natification of the initial
decision. Where the decision relates to an interim stage of a selection process, the request
for review must be received within 4 working days.

e Any extension of these time limits will only be granted in the most exceptional of
circumstances and will be at the sole discretion of the Chief Executive.

e The outcome must generally be notified to the candidate within 20 working days of receipt of
the complaint or request for review. The candidate will receive the outcome of the review by
means of a written report.

e Should a candidate be dissatisfied with the outcome of the initial review, he/she may request
a review by a decision arbitrator of the conduct of the initial review.
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Review by the decision arbitrator

The decision arbitrator is appointed by the Chief Executive. The decision arbitrator is
unconnected with the selection process and he/she will adjudicate on requests for review in
cases where a candidate is not satisfied with the outcome of the initial review. The decision of
the decision arbitrator in relation to such matters is final.

o Arequest made to the decision arbitrator must be received within 7 working days of the
notification of the outcome of the initial review.

e The outcome of the investigation must be notified to the candidate in the form of a written
report within 10 working days.

Where a candidate believes that an aspect of the process breached the CPSA’s Code of
Practice, he/she can have it investigated under Section 8 of the code of practice.

Informal process:

e The CPSA recommends that the candidate avail of the informal process to try to resolve the
matter with the recruiting body. If the candidate is still dissatisfied he/she may resort to the
formal process within 2 working days of receiving notification of the informal process.

Formal process:

¢ If you are requesting a formal review you must write to the licence holder (Chief Executive,
Public Appointments Service), providing details of the breach of the code of practice and
enclosing any relevant documentation that might support the allegation.

¢ The outcome must generally be notified to the candidate within 20 working days of receipt of
the complaint or request for review. If a decision cannot be made within this timeframe, the
reviewer will keep the candidate informed of the status of the review.

¢ Should a candidate be dissatisfied with the outcome of this review, he/she may request a
further review by referring the matter to the Commission for Public Service Appointments in
the form of an appeal of the review of the licence Holder. He/She must write to the
Commission for Public Service Appointments within 10 working days of receiving the
outcome of the licence Holder’s review.

The codes of practice are available on the website of the Commission for Public Service
Appointments, www.cpsa.ie

DEEMING OF CANDIDATURE TO BE WITHDRAWN

Candidates who do not attend for interview or other test when and where required by the Public
Appointments Service, or who do not, when requested, furnish such evidence, as the Public
Appointments Service require in regard to any matter relevant to their candidature, will have no
further claim to consideration.

QUALITY CUSTOMER SERVICE

We aim to provide an excellent quality service to all our customers. If, for whatever reason, you
are unhappy with any aspect of the service you receive from us, we urge you to bring this to the
attention of the unit or staff member concerned. This is important as it ensures that we are
aware of the problem and can take the appropriate steps to resolve it.
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DATA PROTECTION ACTS 1988 & 2003

When your application form is received, a record is created in your name, which contains much
of the personal information you have supplied. This personal record is used solely in
processing your candidature. Such information held is subject to the rights and obligations set
out in the Data Protection Acts, 1988 & 2003. To make a request under the Data Protection
Acts 1988 & 2003, please submit your request in writing to: The Data Protection Co-Ordinator,
Public Appointments Service, Chapter House, 26-30 Abbey Street Upper, Dublin 1, ensuring
that you describe the records you seek in the greatest possible detail to enable us to identify the
relevant record.. A fee of €6.35 should accompany your request. Payment should be made by
way of bank draft, money order, or personal cheque, made payable to the ‘Public Appointments
Service’. Certain items of information, not specific to any individual, maybe extracted from
records for general statistical purposes.

Security Clearance
Police vetting will be sought in respect of individuals who come under consideration for a post.

PLEASE NOTE: Candidates will be required to complete and return a Garda Vetting form
should they come under consideration for appointment. In some cases they may be requested
to complete the form on the day of interview. This form will be forwarded to An Garda Siochana
(Irish Police) for security checks on all Irish addresses at which they have resided. An Garda
Siochana will make enquiries with the Police Service of Northern Ireland with respect to
addresses in Northern Ireland. If a candidate is not successful in obtaining the post for
whatever reason, this information will be destroyed by the PAS. If a candidate, therefore,
subsequently comes under consideration for another position, they will be required to supply
this information again.

While candidates must complete information in relation to all addresses at which they have
resided, the vetting is only done on addresses on the island of Ireland.

If a candidate has resided / studied in countries outside of Ireland for a period of 6 months or
more, it is mandatory for them to furnish a Police Criminal Records Check/ Police
Certificate from those countries stating that they have no convictions recorded against them
while residing there. Candidates will need to provide a separate Police Criminal Records
Check/ Police Certificate for each country in which they have resided. The Police Criminal
Records Check/ Police Certificate must be dated after the date the candidate left the relevant
country. Candidates should provide documentation in the English and/or Irish language.
Translations must be provided by a registered translation company/institute in the Republic of
Ireland; all costs will be borne by the candidate. Only original version documents will be
accepted.

Candidates should be aware that any information obtained in the Garda Vetting process can be
made available to the employing authority.

It is the responsibility of the candidate to seek security clearances in a timely fashion as
they can take some time. No candidate will be appointed without this information being
provided and being in order.
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The following websites may be of assistance in this regard:

www.disclosurescotland.co.uk

www.psni.police.uk

www.afp.gov.au This website provides information on obtaining a national police clearance
certificate for Australia

WWW.courts.govt.nz This website provides information on obtaining police clearance in New
Zealand.

For other countries not listed above candidates may find it helpful to contact the relevant
embassies who could provide information on seeking Police Clearance. Original Police
Clearance documentation should be forwarded to the PAS where it will be copied and the
original returned to the candidate by post. Any cost incurred in this process will be borne by the
Candidate.

EXPOSURE PRONE PROCEDURE POSTS:

Pre-employment medical screening of health care workers, who perform Exposure Prone
Procedures (EPP’s) as part of their work, is carried out in accordance with Department of Health
Guidance 2005. This guidance is contained in the Department of Health’s Document
‘Prevention of Blood Borne Diseases in the Health-Care Setting’. This document can be
obtained at www.dohc.ie or by contacting the Department of Health (00353-1-6354000)

The successful candidate must provide satisfactory documentary evidence that he/she is not an
infectious carrier of the Hepatitis B or Hepatitis C virus. Such documentation would include an
original laboratory report or a certified copy (photocopies, faxes, e-mails not acceptable)
showing

Hepatitis B surface antigen (HBs Ag),

Hepatitis B anti-core antibody (anti- HBc)

Anti- Hepatitis B surface antibody (Anti HBsS).

Antibodies to Hepatitis C virus and if positive for Hepatitis C virus RNA.

Testing must be done in the designated occupational health department of a current Public
Training Hospital or the Civil Service Occupational Health Department (CSOHD), or alternatively
at a UK NHS Occupational Health Department if this can be arranged. Applicants will have to
attend at their own expense for this testing. Additional visit(s) may be required depending on the
test results.

Candidates who are successful at interview may not be made a job offer if they are found to be
at risk of potentially transmitting infection to patients, or alternatively they may be appointed
subject to certain conditions.

While the guidance does not currently recommend HIV testing at present, it re-iterates Irish
Medical Council Ethical Guidelines that any healthcare worker who suspects that s/he may have
been exposed to blood borne viruses through work or other risk behaviours must seek
professional advice and diagnostic testing. Your attention is drawn to this.
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Applicants from outside the European Economic Area

While the HSE is an equal opportunities employer, in line with current Department of Enterprise,
Trade and Employment work permit requirements, applications from non European Economic
Area (EEA) citizens will only be considered in the event that an EEA citizen cannot be found to
fill a vacancy.

For more details on EEA countries please see below or visit the Department of Jobs, Enterprise
& Innovation and website www.djei.ie

EEA Nationals

EEA nationals who do not require work permits / visas / authorizations are nationals of the
following countries: Austria, Belgium, Denmark, Finland, France, Germany, Greece, Ireland,
Italy, Luxembourg, The Netherlands, Portugal, Spain, Sweden, United Kingdom, Cyprus, Czech
Republic, Estonia, Hungary, Latvia, Lithuania, Malta, Poland, Slovakia, Slovenia, Norway,
Iceland, Liechtenstein. Swiss citizens under EU agreements may also apply.

Bulgarian and Romanian nationals, will continue to require a permit to take up employment in
Ireland and the job will continue to be subject to the current requirement for a labour market
test. Bulgarian and Romanian nationals who are already in the Irish State on a valid
employment permit for an uninterrupted period of 12 months or longer prior to the 31st
December 2006 will not need an employment permit.
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