Prepared by: DIME Team
Approved by: Ellen O’'Doherty HSE NDTP

Version V5
number:
Date: October 2024

National Employment Record
(NER) Module, Guide for Medical HR Users

NDTP — Doctors Integrated Management E-System

NATIONAL
DOCTORS
TRAINING

T p & PLANNING




DIME Support Contact details
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Section 1 - Introduction to the NER Module and DIME System

In October 2015, the NER module was rolled out nationally. This enhanced existing Doctors Integrated Management E-System
(DIME) functionality by incorporating an efficient management system of pre-employment screening documentation that NCHDs
must provide prior to commencing a new post. The NER Module reduces the burden of paperwork on NCHDs by providing a
central location for this documentation to be stored and accessed by their employers.

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

Currently there are approximately 590 service users that have access to some or all the DIME modules. These service users
include Medical HR Staff, Postgraduate Medical Training Bodies and Occupational Health Departments.

1.1NER Portal Website Address
To create an account on NER each NCHD must first register their details at

1.2 Logon screen
Following registration, they can access their NER account by logging in using their email address, date of birth and password.

1.3 Bank Account Details

In order to receive salary payment the NCHD must enter their Republic of Ireland Bank Account Details. BIC and IBAN account
numbers are preferred however, bank account and sort codes may also be required by the Medical HR Department. Online
converters are available to assist if required, e.g.

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

In order to assist the NCHD in keeping their portal account up to date they will receive emails automatically from NER
reminding them when documents are nearing expiry, or expired (the first email will issue 90 days prior to expiry, then 60, 30
and finally on expiry of the certificate).

These date driven email reminders will relate to certificates such as Occupational Health, EPP and Garda Vetting, for example.
Medical HR will be copied on these email alerts so that when essential documents are nearing expiry or expired, action can
be taken.

1.5 Account Visibility
In order to assist the pre-employment process, Medical HR will not only be able to view the accounts of those NCHDs in their
employment, but also those NCHDs matched to a post on their site, provided the start date is within the next 12 months.

Another facility available to Medical HR, is access to an NCHD’s portal account up to 2 months following their rotation to
another employer. This will ensure that any outstanding documentation yet to be uploaded by the previous employer can be
added with minimum disruption to the NCHD or next employer.

1.6 Forgotten Password

If an NCHD has forgotten their password they can click the ‘forgotten your password’ link. The user will be asked to enter
their email address that they registered their NER account with and click ‘reset password’. An email will be sent to the NCHD
with a link to a ‘Change Password’ screen. Please check your SPAM folder in case the email is here. Please do not
select Forgotten Password more than once as this may lock the account. If the NCHD requires their email address to
be updated to another account they can contact the DIME Team via email to update same.
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Section 2 - DIME System _~
The DIME System can be accessed from any PC, Laptop via Microsoft Edge or Google Chrome. Please note that Internet
Explorer or Firefox browsers are not compatible with the DIME System.
2.1 DIME Data Compliance Dashboard
Dashboard Functions:
When you first log in to DIME, the page you will be brought to is the “DIME Data Compliance Dashboard”. This
provides a high-level overview of the tasks requiring action under the site users’ remit.
Depending on your role and your level of DIME access, you may have access to just NER/TSS/CCERS, or Consultant
Post matching paperwork. Site users can quickly and easily access the section they need to action, by clicking on the
link in that tile, for example, clicking on the “update” link in the NER Tile will bring you to documents awaiting verification
or Garda Vetting paperwork that has been submitted by NCHD’s and are awaiting verification:
If;-: ": Welcome to Doctors Integrated Management E - System (DIME) | B Loz ot
i
o DIME Data Compliance Dashboard :
& 1SS CCERS NER
E Tasks Requiring Action Number of ltems Update Tasks Requiring Action Number of ltems Update Tasks Requiring Action Mumber of ltems Update
1 Submitted Applications 3 Update Submitted Applications a0 Updats Submitted Documents 328 Undate
Applications Requiring Applications Requiring Awaiting Verification —
Further Info 1 Update Further Info 8 Upoate NCHDs '.\uith.aut Garda 21 ndate
Fra\:isﬁi;rplai!';r;‘.:}priro'.red 0 Verting ~ )
=
nen Consultant Post Matching
I:-AP Tasks Requiring Action Number of Items View
OH Madule Vacant and Unmatched Posts 197 View
Training Supperts Contracts Ending Within Next 30 Days 4] View
CCERS Posts with 0.0 WTE 243 Wiew
Femman Posts Occupied with a Consultant Aged 65+ 1 View
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Section 3 - NER Module —

3.1 Logging onto DIME System and accessing NER

Once you have logged onto the DIME System the NER tab on the left hand side of the screen will be visible.

Dashboard @3 mancatory Traiming Matrix

Mc Beg Number: Forename: = Surname: Type: Clinical Site: Updated Date: Walid From: Valid To: Verified: Status: Uploaded Fram: Uploaded To: Employes Status:

S ————— Il Il |[--aLL-- w | [—ALL-- w | | |.| | |.| | |.| [ - | [Submitted w | | |.| | |.| —-ALL-- w]| 2 0’

IR e MR MC Reg Number | Farename | Surname | Document Type | Updated Date - | valic Fram | walidTo | Chinical Sites | verified | Status

Mathing Selectad

¥
b

There are five options within the tab; Documents, Search, Salary, Sick Leave, and Reports

(i) Documents — this tab allows you to search for all of the documents submitted to your site by NCHDs in your
employment. Filtering options include: Document type, Clinical site, Document dates (uploaded/from/to), and
Document Status. You can also filter this data by Past, Current and Future MPs (see Employee Status Filter below).
Please note, Future MPs will only be displayed if future post matching has been completed, and Past MPs will be
displayed for three months after the NCHD has left your site.
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Mc Reg Mumber: Forename: Surname: Type: Clinical Site: Updated Date:  Valid From: Valid To: Verified: Status: Uploaded From:  Uploaded To: Employee Status:
NCHD Post Matching I I [-an-  wv][-au- ] | |,| | |,|| |,| [—All— v | Submitted v|| |"| | |, - v o %
Consultant Post Matching MC Reg Number ‘ Forename | Cumame ‘ Document Type ‘ Updated Date + | Valid From ‘ ValidTo | Clinical Gites | | Current Status
NER. Future
No data to display Past

i

Documents

&

Search

E gl\c data to paginate

Reparts

(i) Search — this tab allows you to search for individual NER accounts. Once you have selected an account (by either
NCHD IMC number or NCHD forename and surname), you will have visibility of the NCHD’s NER dashboard (see
section 3.2)

(i) Reports — There are a number of useful reports you can run and more detail of these is provided in section 4. - NER
Reports.

(iv) Salary and Sick Leave. Separate user guides for Salary and Sick leave modules, can be found on the DIME
website here:
https://www.hse.ie/eng/staff/leadership-education-development/met/database/userquides/dime-user-quides.html

-

Salary

&

Sick Leave
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i
2 rch for an NCHD
3.2 Search for an NC
To search for an NCHD, it is recommended that you use their unique IMC number. If this is not known, you can also
search by Forename, Surname, Email address, or Date of Birth. You must select ‘All' from the drop down menu of
Account status if you wish to see all accounts otherwise you can filter by selecting ‘active’, ‘inactive’, or ‘new’.
When you have found the NCHD account you are searching for, double click on their name to display the DIME
dashboard view in the lower half of your screen.
Dashboard Deactivate Account @ View Hire Form w Edit Hire Form @ Mandatory Training Matrix ,jrl
M Ref #: | Forename: | [ Sumame: ] | Email | Date of Birth: | Clinical Site: Category: ‘Account Status:
NEHD Post Matching | [Laura [[0Flyan i || [+] [-AL-- v | [—-SELECT- w | (Allselected Jp %
Consultant Pust Matching Medical Council Registration Number Farename SUFnEMmEe | Ernail Address Date of Birth risu ect il Avesunt Status
L Mew TIEETOT TTETaTo ar
NER 361282 Laura OFlynn dime.team@hse.ie 01j01/15E0 [ Active &1 (Recently Left Post) v -
Inactive T§ Test (Recently Left
Docliments a Page 1 of 1 (1 items) D
m Employment Documents Training Certificates Personal Details & Other Documents
e Namge H Marme | Status Action | Name Status | Action
Hire Form 0 ACLS ° Add Make Not Required || Scanned Passpart = Add
a Garda Vatting v J E APLS ° Aedd Make Mot Reguired || Birth Cortificate g Addd
Seflings Wark Parmit & A Mabe NotReguired || 1S & | Add Make Not Repired || GHIB @& | ol Mabe Not Recived
a Passed Fit far Employment ? Compas/NEWS ° Add Internatianal English Language Tasting System (IELTS) Certificate g Add Make Not Reguired
Regaris - Cyber Security Awareness Q VMiew Edit Marrizge Certificate Acd Make Beguired
E-Portiatio Fire Training ° Add Curriculurm Vitae = Add Make Not Reguired
e GOPR Q Add Evidence ta Support Incremental Credit g Add Make Not Reguired
Haemovigiliance Training ° Add Make Not Required || Other = Add Make Not Reguired
OH Madule
Hand Hygizne ° Add
Training Supports Management af Actual/Potential Aggression (MAPA) v Miew Edit
CCERS Menital Health Act 2001 (7] View Edit
Commen Open Disclosure ° Add
Patient Handling Q Add
Radiation Protection ° Add Make Not Required
Sepis ° Add
Children First Training Certificate ° Add

The DIME dashboard view will list all documents both mandatory and optional.
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3.3 Verify an NCHD and Reactivate an NER Account
To verify an account so that it's status moves from ‘new’ to ‘active’ you must first double click on the NCHD’s name
and at the top left hand side of the screen, select the ‘verify identity’ button.
Non-Consultant TV Verify Identity {3 View Hrre Form [ Edit Hire Form g
Consultant | [Forename Surname: MC Ref #:: Email: Date of Birth Clinical Site: Category: Account Status:
NER I Il I I W cdmmyyyy o) [aL- | |-seecr- v AL v 2 %
a Medical Coundil Registration Numbet Forename | Surname | Email Address | Date of Birth <Cin|cal Sites | Account Stat
| ) .
’Page 10f 4 (39 items) 182 34>
VIEUILST LOUNUIT REZISUAUOI UL SEL- cllall Auuress anliaannawaniia.Lon i
Number %
‘ Verify Account -0Ox
Correspondence Address The Town Ireland Co. Dublin 7 3888
Date of Birth 14/08/1983 Do you want to verify identity for this account? ==
Clinical Site CUH LVEJ -
Employment Documents Personal Details —— E Other Documents
'Name \ Status I Action \ jName MSta| & - 3 stus | Action ||| Name i‘Status |
L 1] &= /A' ! | AL
Hire Form 0 View Edit g;a;ggsi 0 View Edit Make Not Required BLS Add Make Required gl:traneculum 0 View
Logged in As Garda g ACLS © | view Edit Make Not Required
: @ | Add Make NotRequired ||| o .
NeHing ok ©  view Edit Make Not Required EArEnce
g _ Certificate = Hand Hygiene 9 View Edit Make Not Required International 0 View
Merrigan Occupational g ‘ e - Medical =5
qui View Edit Make Not Required View Edit Make Not Reguired i
R s ?::i‘;?cation @ | Add MakeNotRequired GNIB © | view Edit Make Not Required || Fire Training © | View Edit Make NotRequired ||| Experience
@ Log Out Status International Patient Handling 0 View Edit Make Not Required Other 0 View
English
EPP Language Radiation Vitaw: Eille p
System Version Certification | (@ Add Make Not Required || Testing View Edit Make Not Required || Protection @ Wabefictfean iz
Statis Suctem

An account will automatically deactivate after 12 months if not in use.
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Reactivate Account - You can reactivate an account, if the NCHD is post matched to your site and they appear in

the NER Search section by:

1. Highlighting the NCHDs account by double clicking on their name.

2. Selecting ‘Reactivate Account’ on the top left-hand corner of the screen.

Dashboard 3 Reactivabe Account Dx Delete Account #View Hire Form BF Edit Hire Form @ Mandatory Training Matrix é/
H Forename: Surnarme: Email: Date of Birth: Clinical Site: Category: Account Status:
A ERE T Fi [ | [Lawra Il i /| [+] [-AL- ~ | [--SELECT- ~ | [All selected 2 %
Consultant Post Matching Medical Council Registration Number Foreénanme SuUrnanme | Ermail Address Date of Birth | Clinical Sites | Account Status
MER -
= MHS Carlow / Kilkenny (no
B Laura Bradrield labradfield @gmail.com. test D4/12/1994 category) ®
-
Document
. £ Pageiofo(a0items) m 234567830
m NCHD Account Details
Search First Mame Lawra Sumame Bradfiekd
E Medical Council Registration Mt Set- Email Address Labrafield@gmail.com.test
Number
Seltings . ~
Correspondence Address Mohile Mumber —Mot Set—
E Date of Birth 04/12/1534 Mationality ~Not Set-
Reparts +| Clinical Site =Nt Sal- Account Status Inactive
Grade st Sert- Special —Hot Set—
E-Potfodic pecizity
Post EPP Status —Hot Set—
i Employment Documents Training € Personal Details & Other Doct
OH Madule Name | Status | Action | Mame | Status | Artion | Kame Status | Artion
Training Supports Hire Form ® i ACLS Scanned Passpart
— Garda Vetting Q APLS Birth Certificate
Wark Permit Q Make Mot Aequired || BLS GHIB Mlaioe Fot Reouired
Common )
Passed Fit for Employment ‘ Compass/NEWS Whakes Nt Reyuived

Fira Training

GOPR

Haemovigiliance Training

Cyber Security Awareness

P00 Q00QQ

Marrizge Certificate
Curriculum Vitze

Evidence ta Support Incremental Credit

@
e
]
International English Language Testing System (IELTS) Certificate (]
e
e
@
(2]

Make Not Reguired || Other

Make Not Reguired

Mk Not Reguired

Mz fot Reouired

Make Not Reguired
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There is also an option for you to deactivate an account if required by using the following steps:

1. Highlight the NCHDs account by double clicking on their name
2. Select ‘Deactivate Account’ on the top left-hand corner of the screen.

[F Edit Hire Form @ Mandatory Training Matrix

6 Deactivate Account ) 1& Wiew Hire Form

Dashboard
MC Forename: Surname: Email: Date of Birth: Clinical Site: Category:

Agcount Status:
| [ All selected .

|. | [--ALL-- W | [--SELECT--

| |Flynn Il I|

NCHD Post Malching [ | [Laura

Surname | Emnail Address

Consultant Post Matching Medical Council Registration Number Forenanme

Date of Birt

Clinical Sites

MER 361282 Laura O'Flynn dime.teamiihse e

&

Documents

Q Page 1 of 1 (1 items) D

01/01/1980

Temple St (Recently Left Post)
» HSE NDTP Test [Recently Left
Post)

E Kathing Selected

S Dieaciivale Account =0

a Do you want ta deactivate this accoum?

[Yes| [Mo]

E-Portfolio

cap

OH Maodule

Training Supports

CCERS

Common

The ‘Delete Account’ option is only available to the DIME Team. This option should rarely be required, but should an NCHD

need to delete an account, please get them to request this by emailing dime.team@hse.ie
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3.4Document Status Symbols

All NER documents will carry a status symbol to highlight what status it is at :

@ Missing or Expired " Rejected @ Submitted - Warning + Verified

Training Certificates

Sty LCrian
ACLS = [iow Edit Make Mot Reou ined
APLE " [Wicw Edit Make Mot Boeguined
aLs ¢ [iow Edit Make Mot Red
Comgass/NEWS w Wicw Edit
D SeCurity AwWareness = _'
Fire Trairirg ¥ Wicw Ednt
GDPR ' Wicw Edi
Hacmovigiliznce Training ' lwiew Ediz
Hared Hyglene - Wicw Edit
Maragement of Actual/Fotential Aggression [WMAP ;
Ml Health Act 3001 Add Make Required

Missing or Expired — This means a document has not been added or has expired.

Rejected — This means that the document that has been uploaded by the NCHD has been rejected by the Medical
HR Department. The NCHD will receive an e-mail confirming the document has been rejected.

Submitted — This means that the Doctor has submitted a document that has yet to be verified by the Medical HR
Department. (Documents with a status of “submitted” can be accessed from the DIME dashboard, on log in, as well
as in the NER Documents module).

Warning — This means that the document will expire in 90/60/30 days or less. A reminder will be sent to the Doctor
and the Medical HR Department.

Verified — This means the document has been verified by the Medical HR Department and is in date.
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3.5View and Edit Hire Form -
To view and Edit the Hire Form
1. Select relevant NCHDs account by double clicking on their name.
2. Click either view or edit beside the Hire Form.
Dashboard E Deactivate Account @ View Hire Form I? Edit Hire Form @ Mandalory Training Malrix
MC Ref # Forename: Surnanme: Email: Diate of Birth: Clinical Site: Category: A
NCHD Post Matching | |[laura | [@Fiynn | | | [AL- v [-SELeCT- v][]
Comsultant Post Matching Medical Council Registration Number Forename Surname | Email Address | Date of Birth
NER
a 3681282 Laura O"Flynn dime. teamilhse e oif0i/1580
Docurnents
E # Page 1 of 1 (1 items) D
Saarcly -NCHD Account Details
First Mame Laura Sumame OFlynn
a Medical Council Registration 361282 Email Address dirne:.team @ hee.ie
Sellings Mumber
Correspondence Address dukbdin Duidin 1 iretand Mobile Number BOITIIN0E
E Date of Birth 01/01/1580 Mationality Argentinean
Reports | Clinical Site Mot Set- Account Status Active
E-Paortfalio Grade Intern Specialty Puychiatry
cap Post EPP Status Required
-Employment Documents Training Certificates Person|
0OH Madule
Name | Status | Action | | Hame | Status | Action | Name
b e Hire Form ﬂ ( Wiew Edit ) ACLS : Add Make Mot Bequired Scanne
CCERS Garda Vetting ' Miew Edit APLS = Add hake Mot Reguired Birth Cf
Comiman ‘Wark Permit = dd Make Not Required || BLS : Add Make Mot Reguired || GHIB
Paszed Fit for Emplogment ’ Compass/NEWS : Add Interns

If you are editing the Hire Form, remember to click save at bottom of form when you have made the relevant changes.
Example : EMAIL ADDRESS TO BE UPDATED
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To view in PDF click view PDF

i
There are two options when downloading the NER Hire Form. You can select PDF or MS Word. If you select MS Word
the system will allow you edit and save the ‘Office Use Only’ which will eliminate printing the form and handwriting the
relevant payroll, completing the checklist etc.
Non-Consuitant V Verify Identity {4 View Hire Form [ Edit Hire Form
Consultant Forename: Surname: MC Ref #{| = o™ =0
NER v 2 %
View PDF DownloagfPDF Download MS Word Doc -
a Medical Council Registration Numbet Forename Clinical Sites Account Stg
« Bantry GH (no category)
Doauments i) First Name: Surname: Title: N
@ Page 1of 4 (39 items) 1123 4>
Ceveh Gender: Known as: Marital Status:
Clinical Site Bantry GH
@ Previous Surname (if applicable): Date of Birth: Nationality:
Settings Employment Documents Other Documents
Name Status Action Name Status 4
@ == PPSN: Medical Council Registration Number: Clinical Site: i
) nt Hire Form '8} View Edit ired ;utvgecu um = Add Mak
eports Garda o _— ired
'v’:trt Zg W, View:Edit’ Make Not Account Status: = Evidence of
Common ired nternationa
AR A > Add Makd
Logged in As i_‘“”'::‘ ong E ""‘Efj cal = =
neait] View Edit Make Not red ||| Experience
Certification T
&+ Anna Status ired Other ° Add Mak
Merrigan
B i EPP Db Muoohb

If an NCHD makes a change to a verified Hire Form, it will automatically be resubmitted to Medical HR. This will ensure that
you are aware of any changes to address or bank details for example that an NHCD might make. The relevant change will
also be highlighted in RED so that it is easy for you to detect exactly what change was made.

3.6 View, Edit, Add and Print a Document

The individual NCHD is responsible for uploading through their NER portal account, their personal e.g. Birth Cert, training e.g.
BLS and other e.g. CV documentation. However, Medical HR can also upload these documents if necessary.

Medical HR is responsible for uploading Employment Documents such as Garda Vetting and Work Permits.

Occupational Health Departments are responsible for all Pre Employment Health Assessment documentation such as Occ
Health Form, Immunisation Status and EPP Certificates if required.
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3.6.1

View

From the search tab, double click on the NCHDs account. When the dashboard appears, you can view a document

by clicking ‘view’ beside the relevant document.

Non-Consultant @ Deactivate Account &3 View Hire Form [ E
Consultant = T Document Details -0 x
NER [ A 2 e ¢
Document Details
ﬁ Medical Council Registration Numbet Forename Clinical Sites
Document name GV A Merrigan
Documents
Mary Document Type Garda Vetting * CUH (no category)
Updated Date 14/01/2016
Search ot s e
o * CUH (no category)
@ Valid From 13/01/2016
Settings Singa Verified « CUH (no category)
@ Status + Verified
Page3of4 (40items) (< 1 2 3 4 >
Reports = = =
£ Cancel
Common Name Status Action Name Status A
i = Attachments
toggedin'As Hire Form © View Edit led Curriculum Q Add Nhak
8 Name File Name Action Vitae |
Anna Garda 2
2 | | T ’ =
Merrigan Vetting b Make Not Require Blue hills Blue hills.jpg Evidence of
- ed International
é ok Occupational 4 || Medical = Add Makg
Log Out Health =li[ €
fi View Edit Make Not Require| Experience
Certification e View Edit Make Not Require
System Version Status ed || Other © | Add Makd
EPP
1.7 (UAT) Certification e View Edit Make Not Require ed
Status |
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3.6.2

Likewise, to edit a document click the ‘edit’ button beside the document and make the necessary amendments such

Edit

as changing dates, removing the document or adding a further document.

Fassed Frt for Employment

Name: |

File:

I Chacse Fik: | No file chosen

ope—— m— —
MC Ref #: Forename: Surname: Email: Exit Documant Datalls O x
NCHD Fost Matching ] [oura = i
A —— Mecical Councll Registration Number | Forename | Sumame Deetail
pen Dacument name [TEST Garda Vetting |
B SmiaE Laara LFFhpna Dacument Type Garda Vetting
Documents
Updated Date 25/10/2 005
m % Page laf 1(1 items)
Valid From 25/10/2023 —
el INCHD Account Detail i —
a First Name Laum Verified
Medical Council Registration Number 361282
Settings
Correspondence Address dubiin Dubiin 1 Iretand Status ' \endied
m Date of Birth 01011580
ot she
Grad Intem
e race Attachments
Cap | Name " File: Name: ” Action
Employ D Tr ume
oM Module I I | CPOSS Guidance Dacument PO SE Guidance Document adf ( Wiew :\:>g1o:».1 Bemoue :I
Name Status Actan
Training Supports Hire Farm (7]
CCEAS Garda Verting L4 W AP
Weark Fermit Add Make NoEBequired
| Comman ° = @

|ing 5§

Credit:
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3.6.3 Add

Another way to add a document is to click’ add’ beside the document type and the screen below will appear;

Deactivate Accoun rm Hire Fi Mandatory Training
e @ Deactivate Account || 3 view dire Form | [P Eait nire Form | {8 Mandatory Training Matrix
MCRef # Email: [ Add Document -0 %] Account Status:
I
NCHD Post Matching [ | [laura | [0Fiynn 1T W | [All selected -1 2l
Consultant Post Matching Medical Council Registration Number Forename sumafll Choose File | No filychasen | Clinical Sites
NER N Next
» Beacon Hosg
Unverified)
3 » Children’s Hi
361282 Laura O'Flyns Ternple St (
Docurments = HSE NDT? T8
Post)
@ Page 1 of 1 (1 items) |I|
Search
MNCHD Account Details
a First Name Laura
Settings Medical Council Registration 361287 =
MNumber
E Correspondence Address dublin Dublin 1 Ireland
Reports | Date of Birth 01/01/1880
E-Portfafio Clinical Site Nt Set—
Grade ntern
caP
i Doc 1 |ersonal Details & Other D
— Hire Form [7] canned Passpart
Garda Vetting ' irth Certificate
Commeon
Wark Permit -] B
Passed Fit far Employment ‘ ternational English Language Testing System (IELTS) Cer}
arrisge Certificate
urriculum Vitae
vidence ta Support Incremental Cresit
: !

Click ‘Choose File’ and select the document from where it has been saved on the hard drive. Then click ‘Open’ and ‘Next’

Remember, you can only upload files in the following format; jpg or pdf.

Type in the document name in the space provided. It is useful to nhame the document by its type and the NCHDs name, this
will ensure the right document is uploaded to the correct NCHDs account.
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Dashboard @ Deactivate Account || 88 view Hire Form | [F Edit mire Form | 48 Mandatory Training Matrix

MC Ref #: Forename: Surname: Email: | Add Documen ! =0 *|  Account Status:
I
NCHD Post Matching [ | [faura | [0°Flynn i B +dd docurnent detail I | Al selected ]2 %
Consultant Post Matching Medical Council Registration Number ‘ Forename | Surnan

| Qlinical Sites
R A c—
NER

. = Beacon Hospilal {Due In Post
Document Type Work Permit Unverified)

« Chilgren’s Health Treland at
361282 Laura OFtyns - Temple St (Recently Left Post)
Documents I l:lﬁ » HSE NDTP Test (Recently Left
Post)
B agetort(iiems (O[f] yslid To I |

== NCHD Account Detai [ Badc|[Save | Cancdl
a First Name Laura

n

h

Settings Medical Council Registration 308
Mumber
Correspondence Address dublin Dublin 1 Iretand
Reports | Date of Birth o1/01/1980
E-Portfalio Clinical Site Mot Set—
Grade Intern
cap
OH Madule Dot 1 fersonal Details & Other D
Training Supports Name | St | Action Lame | Statis |
e Hire Form [7] ww £ canned Fasspart [-]
Garda Vertng v irth Certificate [-]
Comman
Wiark Perrmit -] Aequired iR @ ad
Passad Fit for Emplogment ' ish Language Testing System (IELTS) Certficate | @ ad
e

vidence ta Suppart Incremental Credit A
4

Some documents have dates associated with them. In the case of training certificates when a ‘valid from’ date is entered, the
‘valid to’ date automatically populates. In the case of a work permit you will need to enter the dates.
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3.6.4  Print —
. . P T . o
To print a document open the relevant document, click the ‘print’ button at the top right of the screen.
e M it/ podenchderspplil 40 ’ B = | If MPS Pest Menagement Sys.. I Cna
B it & el
Wncomitat || @ eaecon @yt s m—
B .
& 7
Search
@& ) o i
Logoed n As ] (, —-—— e ”
) f $ |! 4 ? I Y
= k[ oo | il £
Q lnq(lm‘ 4 U) ) & 33 4: - § ‘.
LB ; !;3 TP A
System Versen ! -O ] E 3 ? r 8 »
¢ b, | 8 I . . o
14 i o LIg g' = >
| = R |
l e | D =B
| 2 s il 3
; SHEHEE
| B gg Q # M
| : g @ 3
i g8 2
! RNt e
‘ ‘ g v
< >
Bl © [ ol =]

3.7 Documents Not Required
Remember, Medical HR can make certain documents not required, this is a really useful tool as it simplifies the NHCD'’s

dashboard and when running reports, it will eliminate non-required documents from the calculations. For example, in the case of
non-psychiatry posts, documents such as “MAPA — management of Actual/potential Agression” can be marked as “make not

required”.

1. From the dashboard simply click on the not required button
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—
Dasht i I_= Deactrvate Account I ﬂ Wiew Hire Farm | Ef edet Hire Farm | ﬂ Mandatory Training Matrix |
MC Ref B: Forename: Surname: Date of Birth: Chinical Site: Category:
D st v [189e71 I I ] ] i V] [
Consuitant Posk Makching Mecical Cowncil Registration Number | Forename | Surname | Email Adcress | Drate of Barth
NER
189971 FOrEname7EELS Surname7EEES stephen adonneli2 g hse e 01401,/1980
- i ¥
Documents =1 Page 1 af 1 {1 iktems) |4 |I| ¥
E NCHD Account Details
Saarch First Name Forerame7BBES Surname Surname7HESS
Medical Council Registration Number 15571 Email Address stephen.cdonncil2i
H Correspondence Address Dubdin V34 VXDD Co- Dewn Iretand Mobile Mumber HE3TSSI0E
Setings Date of Birth 0L/01 /1880 Maticnality Irish
B Clinical Site St Manys, Phocin Fark Account Status ace
Zalary Grade Reglstrar Specialty Gerlatric Medicne
Post EPP Status Mot requined
3 Employment Do Training Certificates 1
Sk beave Hame | Status I | Hame I Stabus I Actian | [
E Hire: Farm L4 ACLE - Wiew Edis Make Mot Bequired
Reports Garda Verting w AFLS ' Wicw Edis Make Nat Beouired
Wark Fermit il
rm [} aLs ] wiew Edif Make Mot Becuired
Passed Ftfor Employment w Comgaas NEWS v Wicw Edit
Car
Cybor Seourity Awarenoss = HAudd
O Madule Fire Trairing 0 Wicwr EdR
Tralning Supports GDPR w Wicw Edit
Hacmowvigiliznce Training w Wicw Edit Make Mot Beguired
Hard Hyglene - wicw Edit B
Comman
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3.8 Mandatory Training Matrix and Mandatory Training Certs
NCHDs will have a list of mandatory training they will be required to complete. This training guide has been developed
to assist NCHDs with identifying what training they must complete, where to complete it, and how often they should

seek recertification. This information has been summarised in a matrix-style format.

It can be accessed in a

downloadable PDF document both in DIME, and in the NCHD’s NER portal. This can be found at the top of the

screen beside the ‘edit hire form’ button.

Dashboard

Deactivate Account

& vicw s rom

— — =
B e Hire Form w Tralning Matrix p)
~prrratts

MC Ref #: Forename: Surname: Date of Birth: Chinical Site: Category: Account Status:
NCHD Fast Matching | [Loura | [oFynn I I [#] [-aL-- | [—~SELECT-- | [ a1 selected v
e e Megical Cauncll Registration Number | Forename Surname | Email Adgress Date of Sarth Chnical Sites
NER
= Beacon Hosg
+ Chileren’s H
B 361282 Laura O'Fiynn dime teamahse. i 01/01/1980 (Recentty Lef
+ HSE NOTF TH
Documents
m 2  Fagelaf 1l ftems)
Saarcn — - =
Employment Documents Training Certifi Personal Details & Other Documents
a Name | Name | Status | Action | | Mame
Settings Hire Farm ArLE ] Add Make Mot Bequired || Scanmed Passpart
Garda esnng AR ] add Make Mot Bequined || Bith Cernficate
E Wark Fermit aLs ] Add Make Mot Required || &ME
Repons
Passed F for Empioyment Comgaz/NEWS ] add rieermational English Language Testing System IELTS) Certficary
E-Rortfolia
Cyber Security Awartness ] View Edit Marriage Cemficate
. Firc Training -] add Curncubum Visae
O Hodule = ] Add Bvidener ta Suppart Incremental Cradit
R ke Mot Fe Cther
S—— zemoviglliznce Tralning -] Add Malke Mot Bequined <
Hand Hyglene -] Add
CrEAs -
Maragemen of Actual (Potential Agaression [MARA) ' ow Edit
S— Mesal Health Act 2001 [7] View Edit
—— - -
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b Daactvate Account View Hire Farm Edi® Hire Farm datory T M
Dashboard Deactivate () ¥ r--—::‘;«f 'r-wa I a:l-‘::c atrix —
MC Ref i: Forename: Surname: | ARSI TrEnInG WAl - |
NCHD Post Matching | [tura |[om !
Consultant Fost Makching T T | —— |
NER
=  Mandatory ...
E 381282 Laura
Documents
ﬁ 2 el ~ |I|
i
Seareh
Employ Documents |
MANDATORY TRAINING
E — I PATRIX FOR NCHES |
Settings Hire Farm - -
Gards vetting -
G| ——
Fassed Fit for Empioymen:
E-Fortfoiio
CaF
OH Module

Training Supgorts

CCERS

Comman

While this is not a finite list, it includes the main training requirements for NCHDs.
There has recently been the addition of some new certificates. These include:

e Cyber Security Awareness (all NCHDs)
¢ Mental Health Act 2021 (only Psychiatry NCHDS)
¢ MAPA (Management of Actual/Potential Aggression) (only Psychiatry NCHDSs).
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Mandatory
Training

Approximate
Duwration of
Training

Training Delivered

On Site Session f External

Re-
Certification
Period

ACLS 2 Days E 2 Years
o Provider very
On Site SessionfExternal Provider
(Site specific training far Neanatal
APLS 2 Days E 4 Years
i Resuscitation Programme (NRP) very 4 Year
will apply)
BLS 3 Hours O Site Sessian Every 2 Years
. o An Intreduction te Childven First
Children’s First 1.5 Hours e hselandie Ewery 3 Years
Cyber Security 15 Mins Crbe.rSuurrtyAm:renm Every Year
Swwan ene wiwrw hiseland.ie
Diata Protection ) The Fundarmentals of GOPR
{GDPR] ) iy www hseland.ie N/A
Fire Training 0.5 Dy O Site Session § Online Session Every 2 Years
Haemn:.uigulance 1 Hour NH5 Learn-pro UK Online Theory Every 2 Years
Training hittp: i mi s learnpinou k oom
Hand Hygiens D Wins Every 2 Years
1. Ivish Notiona! Early Waming
Sistevn [INEWS) V2 Dochov Foous
IMEWS/IMEWS, 1 Hour (INEWS) 2. lrich Maternity Eavly Warning | Advised Every
PEWS/EMEWS 1 Hours (IMEWS) Spitarm IJME‘-'I.-'.SJ' 3 ¥ears
whwnw hiseland.ie
3. PEWS and EMEWS |on site)
L~ MaPA
{Management af : :
1da On Site Sassion Every 2 years
Actual/Patential . ' S
Mental Health Aental Heolth Act, 2001
Act 2001 s s hselande ais
1.HSE Open Dvsciosure: Maoduke 1 -
) Carmmumcating effectively
Dpen Disclosure s (Hecue) through Open Disclasure Every 3 Years
o 40 Mins (Modulez Z.H5E Open Disclosure: Moduke 2 - =y
et {hdcdiide2) Applying Principles to Practice

wiwrw. hseland.ie

In many cases training can be completed on the HSE'’s training platform, HSeLanD. NCHD’s will need to have an account
set up in order to access the training materials. A link to www.hseland.ie. can be found on the matrix.
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3.9 Occupational Health Status

You will be able to check the ‘Fit for Employment’ status of your NCHD within their NER Dashboard, located
below Garda Vetting and Work Permit documents. Alternatively you can locate this information within both the
NER Account Docs and OHD Account Docs Reports, and these are covered in section 4 — Reports, below.

Employment Documents

Mame
Hire Form
Gards vetting

waork Permit

Passed Fit for Emp oyment

Status

4000

add Make Not Required
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3.10 Verify and Reject Documents

It is the responsibility of Medical HR to view the documents uploaded by each NCHD and verify or reject as

required.

1. Click on the Documents tab and filter by ‘submitted’. Once you are satisfied that a document is acceptable,

i.e. is the correct document type, is legible, dates are correct, in the correct NCHDs name etc.

2. You can then click the Verify button at the top left hand side of the screen.

Dachboard BF Edit document Q verify :ouﬂ repect document | 8 Mancatory Training Matric
Mic Reg Number: Forename: Surname: Type: Clinical Site: Updated Date: Valid From: Valid To: Verified: Status: Upla
NCHD Past Matching [ |[Laura |[oFiymn |[-ALL-- w | [ --aLL-- w | | |.| | |-| | |.| [ an-- w (([Submitted v |
‘Consultant Po<t Matching ML Reg Number | Farename | Surname Document @ | Updated Dare = | valig Fram | validTo
NER
m 361282 Laura O'Flynn Mental Health Act 2001 1E/10/2023 16:39:56
Documents

Search

Settings 2e1397 A P i Serm ATIN AN 1

E = Fage 1 of 1 {2 items)

Reports Document Details
E-Portfolio First Name Laura Surname DFhymn

| Document Type Mental Heakh Act 2001 Update Date 18/10/3023
CAP -
Werified Status W suemntea
‘O Module Grade Mot et Email History Mot 5ot
Training Supoorts MedicalDiscipline Hiot St Specalty Mot 5o
Mot 5ot
CCERE Alert Date
Alert Reason Mot Set
H ‘Comman
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i
Edit, Verify or Reject a document.

If the document is unacceptable you can reject the document and a drop down list will appear with a predefined
list of reject reasons and a free text box. The system will generate an email to the NCHD explaining that the
document was rejected, the reason for rejection, and requesting that they resubmit the document.

Non-Consultant [# Edit document =« Verify docume Re)ect docume!
Consuftant Forename: Surname: Type: Updated Date:  Valid From: Valid To: Verified: Status: Uploaded From: Uploaded Tor
NER [ Il |lacts ] [-ALL- VI dai/mM/yyyy B | da/mmpvyyy ] | da/mm/y [ (At~ @8] [submitted &B] | do/mm/yyyy el { do/mm/yyyy =]
Forename | Surname 1 Document Type ‘ Updated Date - Vald From } ValidTo ‘ Ciucal Sites | Ve
“Uennuc “ourercy Ea\- =2 IO UL LUTO LIZUOTT ‘ TUjU7[EuLT LU UT ZULY T 1
-. N ‘-
Do you want to reject this document?
Pagelof1(2items) < 1 >
Settings LRt . s:LLEEcC:: -
‘- D t Details T Hire form incomplete
E Description: | pcorrect clinical site ]
Document illegible
First Name Mary
Vahd to date has already passed
Reports Document Type ACLS Name does not match to your account 6
: Incorrect document —
BT valid From 20/01/2016 As
Logged in As Verified Status @ submitted
g Anna 5
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Sample Emails issued to NCHDs

!D;?l H9 0«93 @ = Document nearing expiry - Message (HTML)

Message | Adobe PDF

N e

Reply Reply Forward = Delete Moveto Create Other Block ] Nat junk Categorize Follow Mark as %Related
to All Folder~ Rule Actions~ | Sender v Up~ Unread | W Select~
Respond Actions Junk E-mail {F] Options F] Find

From: NCHD ER

To: ANNA MERRIGAN

Cc

Subject: Document nearing expiry

Dear Anna Merrigan.

Your Work Permit document will expire on 14/12/2015.
Please arrange to renew your document and resubmit as soon as possible to Medical HR.

Please contact Medical HR should you have any queries.

Kind Regards
Medical HR Department

(R H 9 U e w03 @ 5 Document expiry - Message (HTML)

Message Adobe PDF

\ ;&' —a j—i} x —3 J ﬁ % & safe Lists m—‘ Y j] 34 Find

2 Related ~
| Reply Reply Forward | Delete Moveto Create Other Block [ Not Junk Categorize Follow Mark as %
to All Folder~ Rule Actions~ || Sender - Up~ Unread || W Select~
Respond Actions Junk E-mail {F] Options {F Find
From: NCHD ER
To: ANNA MERRIGAN
Ca
Subject: Document expiry
Dear NDTP Test NDTP Test.

Your BLS document has expired.
Please arrange to renew this document and resubmit document as soon as possible to Medical HR.

Please contact Medical HR should you have any queries.

Kind Regards
Medical HR Department
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Section 4 - NER Reports —

—

There are four NER reports available all of which can be exported to excel. There are also useful reports available on the NCHD
DIME one of which, ‘Detailed Trainee by Site’ Report has been developed to include further fields — Date of Birth, Gender and

Tenure.

4.1 NER Account Documents Report

NER Account Documents which provides a list of all NCHDs employed by you, including IMC number, and a colour
coded status of each document type. Date filtering functionality available with this report will also allow you view those
NCHDs previously in post and those due to take up a post (pre-starters) depending on the date entered. Like all reports,
this is exportable to Microsoft Excel by clicking on the floppy disk and downloading it:

Dashboard

Szlect Repart: MER Account DoCuments | B

Clinical 5te [Beaumont Hospital | Aeport Date [10/10/2024 00:00:00
MoA Jatr b 6l & [ |Find|bext
NER Account Documents Report

NCHD Past Matching

Consultant Fost Matching

HER

Dic Ew—. _ Submitted _ Missing or expired
_ Verified Neary expiry
E Rejected MiA Does not exist and is not reguired
Zearch
. = - - -
E Forename104537 Surname104537 414870 11 @test com +81 123455724 Beaumont Hospital Emerpency Medicine
Salary Forename70562  Surname7O583 326757 bboczkowskiforenskydata.com Beaumont Hospital Anzesthesiclogy Specialist Registrar (SpR)
B | ForenameB82814  Surname82814 010022 12187 @test.com +353 123454789 Beaumont Hospital Anzesthesiology Registrar
— ForsnameB7332  Surnamef7332  £03405 12124Ftest.com +21 123456789 Beaumont Haspital Emergency Medicine Intern
REB ForenameBTE00  Surname87000 404324 12125¢Eest com +353 123454789 Beaumont Hospital Anzesthesiclogy SHO
E-Fortfolio
Cap
OH Module

Training Supports.

CCERS

Comman
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—
Recent download history ® [
~ | o e
lf— wame  Doctors Integrated Management E-System (DIME) & MER Account Documents (22).xls
) 15.9 KB » Done

Dashboard

Select Repart: NER Account Documents v | W
NCHD Post Matching

Clinical e [Beaumont Hospital w | Aeport Date |10/ 10,2024 00:00:00

Concultant Fost Matching

oA _Jatr b bl & [ Jendimes H- G
NER Account Documents Report

NEFR

I N
@ _ Rejzcted MiA Dioes not exist and is not reguired

Search

4.2NER Compliance by Clinical Site Report

NER Compliance by Clinical Site report will show the percentage compliance per clinical site that you have
access to for each NER document type. It is important to exclude documents not relevant to individual NCHDs from
the calculations by selecting ‘Not Required’ on the Dashboard view of the NCHD account. This will ensure that the
compliance report is accurate. Date filtering is available for this report so that you can see the compliance rate of
your future starters provided you have matched them to a post on your site

Select Report: NER Compliance By Clinical Sites W *

Health Region |Corporate, HSE Dublin & Midlands, H!vl Clinical Site Tyze |[Health Region, HSE, HSE Funded Hmu

Clinical Site | Addiction Services, CHO Area 7, hr!au Report Date [15/10/2024 00:00:00 ]

WA Jorzz e bl @ [ Jrndinen k@)
NER Compliance Report

o Health - - Children First Training - Cyber Security Evidence to Support
S = = e m S i S
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4.3NER Contact Details Report
NER Contact Details which will run a detailed contacts report of your NHCDs. Again, date filtering is available for
this report so that you can see the contact details of your future starters provided you have matched them to a post
on your site. This is a helpful tool to use should you need to contact NCHD’s about Occupational Health
appointments or missing/nearing expiry documents.
File Edit View Favorites Tools Help —Please Select—-
NERAccountDocuments
= @Govemment Networks Co... E]HSE.ie-He NEComplianoe . ugin ¢ HSENet - HSE National Int... [ NCHD - Powered by Kaya...
= —— == NERComupliance B ClinicalSites ‘1/

Consultant ) . 2 e
Clinical Site |All ] eport Date |26/02/2016 1€ View Report |
NER =

a o4 Jorr b b @ [ | Find | Next

Documents Contact Details Report

@ Medical Council  |Clinical Site Speciality Sub-Specdialty Landline Phc
Registration
Search Number

Ann Anaesthesia ann.anna@anna.com 014444444
& Barry Drogheda/Dundalk RH Sp Gastroenterology pmatuszewski@openskydata.com
Settings Elizabeth CUH Sen. Reg. GIM elizabeth.anna@anna.com 012222222
Glen AMNCH Intern General Surgery
E John CUH SpR Infectious Disease john.anna@john.com 014444444
Reports Mary AMNCH Reg Paediatrics mary.anna@mary.com
) | Patrick CUH Sen. Reg. Cardiology N/A patrick.anna@anna.com 014444444

4.40H Account Documents Report
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Y

Select Report: [ OM Account Documents Report w |
Clinical Site ANl |  Report Date [15/10/2024 00:00:00
Health Region [Al W |

4 Jorzze Ml @ [ Jrnainen Ee &
OHD — OH Documents Report

e
I v

rified Mearly expiry

Medical Couwncil - - Health . -
oo | e | SR oot | 8 | e | iy s

OH Account Documents Report which provides a list of all NCHDs within the remit of your OHD, including IMC
number, and will inform you whether the post is an EPP Required Post or Not, for the NCHD, as well as a colour
coded status of each document type. Date filtering functionality available with this report will also allow you view
those NCHDs previously in post and those due to take up a post (pre-starters) depending on the date entered
provided they have been matched to a post by Medical HR.

Does not exist and is not required

Section 5 - Help and Further information

5.1 Help Icon
The help icon is at the top right of the screen. When you click on the help icon it will bring you automatically to the section

you require. Should you require further assistance please do not hesitate to contact the DIME Team dime.team@hse.ie

= J—
l'ﬁ' wame  Doctors Integrated Management E-System (DIME) | Bl Loz om
]
Dashboard &3 Mancatary Training Matrx [ ]
e Reg Number: Forename: Surname: Type: Clinical Site: Updated Date: Valid From: Valid To: Verified: Status: Uploaded Fram: Uploaded To: Employes Status: L1
— I I |[-aLL- v [aL V] | [] | [ | [[] Car=— V] [Sebwi ~] | [-] | [] [ ] 2 %
Consultank Post Matrhing MC Reg Number | Farename | Surname | Document Type | Updated Date - | Walig Fram | ValigTe | Clinical Sit Werified | Status |
NER -
h
=,
G5}
Search

5.2 Other User guides
For further information and guidance on the use of the Salary and Sick leave modules, as well as other DIME modules,
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mailto:doctors@hse.ie
mailto:doctors@hse.ie
mailto:doctors@hse.ie

please refer to the separate user guides relating to these sections, available on the DIME website here:

https://www.hse.ie/eng/staff/leadership-education-development/met/database/userquides/dime-user-quides.html

c

Salary

[

Sick Leave

Should you have any difficulty with troubleshooting or would like to attend one of our training sessions please contact
us at dime.team@hse.ie or visit https://www.hse.ie/eng/staff/leadership-education-
development/met/database/forms/
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mailto:dime.team@hse.ie
https://www.hse.ie/eng/staff/leadership-education-development/met/database/forms/
https://www.hse.ie/eng/staff/leadership-education-development/met/database/forms/

