NURSE VACANCY
ARISES THROUGH
RETIREMENT/
RESIGNATION

Employee — HR106

form in consultation

with line manager —
Agree end date.

HR106 goes to Area
DON for sign off.

HR106 then goes to
ADON managing HR
for Nursing
Leadership Team.

HR106 processed by
National Personnel
Records.
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Logged in Service
Managers office.

Both forms sent to
Service Manager’s
Office (Grade 8 for
service — Admin).

Submission sheet
complete by ADON
and signed by
Service Manager (G8
for service — Admin)

Assistant Director of
nursing completes a
business case to
have post replaced
form b
(Replacement Form)

Sent to Head of
Mental Health Office
(HOMH).

Submission Sheet
endorsed/signed by
HOMH.

Form B signed by
HOMH.

Sent to Pay &
Number Strategy
Group (PNS) for

CHO Including Risk
Assessment Form

Signed by CO.

Sent to Chief
Officer’s (CO) office.

If approved at group

— Signed by Head of

HR as Chair of PNS
Group.
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Approval then returned to
Head of Mental Health

Approval then forwarded
to Service Managers.

Approval then forwarded
to Area DON.

Once Approval received
by ADON managing HR
(same day as Area
DON). Preplacement
Assessment Form
completed.

If no panels exist awaits
a new campaign to
commence. New
campaign wait time is
significant.

HBS recruit process Job
Order / Documentation
and offer post to any
existing panels.

Then starts process with
Health Business Services
Recruit.

Job Order Form
completed.
Documentation
forwarded to Job Orders.

Post remains vacant
unless covered by
Specific Purpose

Contract, Agency or

Overtime.

Specialist and higher
posts (CNM 3 /ADON /
DON) usually filled
through SPC which then
depletes frontline staffing.

Note: this process is only
dealt with when the post-
holder has availed of all
their annual leave and
TOIL and the position is
officially vacant.

Time scales vary
considerably. For permanent
posts with a live/current HBS

Recruit panel in place you
are looking at aprox 6
months + from getting

approval to getting a person
to commence work.
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