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Note: This training document is correct at time of 

delivery on 21 March 2023.

Any amendments to this document after that time 

will be reflected in updated material on the ISD 

website and notified to key stakeholders for 

circulation as required.
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1. Application Process 
• Submit application via online application portal

• The application will be reviewed by staff of the Atypical Working Scheme Unit and

1. Approved

2. Refused

3. Returned to seek additional documentation or information

• If the application is approved and the applicant is a visa required national they must 

submit a visa application on AVATS (online Visa application facility: 

https://www.visas.inis.gov.ie/avats/OnlineHome.aspx) – time for this should be 

allowed for in the application where a person is required in the State on a particular 

date (information available at www.irishimmigration.ie)

• Applicants may have additional requirements, including exit visa, in their country of 

origin and time for this should also be allowed.

https://www.visas.inis.gov.ie/avats/OnlineHome.aspx
http://www.irishimmigration.ie/
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2. AWS for Locum GP – Application Requirements
I. Application form (accurate and complete)

II. Colour copy of the applicant’s entire passport (all pages, including blank pages)

III. Contract of Employment (See Slide 51 for signature and date requirements)

IV. Evidence of current IMC registration for the proposed period of work

V. Evidence of compliance with taxation obligations by agency/GP/GP established company

VI. Confirmation of work carried out under previous permission (if applicable)

VII. A Letter of Authorisation signed by the applicant (if application submitted by 
agent/employer/other representative)

Further information available here: https://www.irishimmigration.ie/wp-content/uploads/2021/04/Required-Documents-Reference-Guide.pdf

https://www.irishimmigration.ie/wp-content/uploads/2021/04/Required-Documents-Reference-Guide.pdf
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3. AWS for Locum GP – Completion of Application 

Form

I. Register an Account

II. Complete the Application Form

III. Further Information Required
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I. Go to: https://inisonline.jahs.ie/user/register

https://inisonline.jahs.ie/user/register
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II. Go to: https://inisonline.jahs.ie/home

Click here

https://inisonline.jahs.ie/home
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Click here
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Page 1 – Introduction
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Page 1 – Introduction

1. Agree to Terms & Conditions
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Page 1 – Introduction
2. Select Application Type
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Page 1 – Introduction
3. Click ‘Next’
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Page 2 – Privacy Notice
1. Read Data Privacy Notice and agree to terms
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Page 2 – Privacy Notice
2. Confirm if you are the applicant or a representative



Body Level One

Body Level Two

Body Level Three

Body Level Four

Body Level Five

15 Rialtas na hÉireann | Government of Ireland

Page 2 – Privacy Notice
3. If you are a representative, provide your details
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Page 2 – Privacy Notice
4. Click ‘Next’
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Page 3 – Applicant Details

1. Name must match passport. Middle names should 
be included in ‘Forename(s)’ field. If no surname, 
please indicate on application form.

or
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Page 3 – Applicant Details

2. A passport is issued by the country of nationality not
residence, a Travel Document may be issued by another country
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Page 3 – Applicant Details

3. This must be the country in which the applicant lives at the 
time of application. Evidence of residence and permission will 
be requested if this is not evident from the passport provided.



Body Level One

Body Level Two

Body Level Three

Body Level Four

Body Level Five

20 Rialtas na hÉireann | Government of Ireland

Page 3 – Applicant Details
4. Immigration Person ID is the number included at the top of any previously issued permission 
letter from ISD and will match those seen by applicants/agents on current AWS permission letters in 
format.
5. Evidence of residence permission outside of country of origin must be provided. This is often in 
the passport but not always.
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Page 3 – Applicant Details
6. Click ‘Next’
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Page 4 – Employment Details

1. Details provided on this page must match the contract of employment.
2. A detailed job description is not required. 2-3 lines is sufficient.
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Page 4 – Employment Details
3. Location of employment must be specified and must be stated in contract of 

employment. The location identified here must match the contract of employment. 
Information provided here and in the contract of employment will be reflected in 
the permission letter and work in any other location(s) is not permitted under 
national employment or immigration law.
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Page 4 – Employment Details

4. Salary must comply with all National Minimum Wage requirements, incl. details of 
Benefits in Kind
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Page 4 – Employment Details

5. Details of CRO registered entity in the State for which work is being carried out
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Page 4 – Employment Details
6. Provide details of employer and employment (including self-employment) in country 

of origin.
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Page 4 – Employment Details
4. Click ‘Next’
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Page 5 – Document Upload

1. Further information available here: https://www.irishimmigration.ie/wp-
content/uploads/2021/04/Required-Documents-Reference-Guide.pdf

https://www.irishimmigration.ie/wp-content/uploads/2021/04/Required-Documents-Reference-Guide.pdf
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Page 5 – Document Upload
2. Note submission requirements here and in terms of Scheme 
3. Separate documents must be provided for each required item.
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Page 5 – Document Upload

4. Click ‘Next’  



Body Level One

Body Level Two

Body Level Three

Body Level Four

Body Level Five

31 Rialtas na hÉireann | Government of Ireland

Page 6 – Submit Application

1. Read additional information and click ‘Next’  
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Page 7 – Payment

1. Insert Billing Details, per payment card  
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Page 7 – Payment

2. Click ‘Pay & Submit’  
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Page 7 – Payment

3. Enter Credit/Debit Card details and make payment
4. Await confirmation email. If not received within 24 hours, check spam folder and 

email atypicalworkingscheme@justice.ie if not found.
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III. Further Information Required

If you receive an email requesting further information, go to: 

https://inisonline.jahs.ie/home Click here

https://inisonline.jahs.ie/home
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III. Further Information Required

If you receive an email requesting further information, go to: 

https://inisonline.jahs.ie/home Click here

https://inisonline.jahs.ie/home
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III. Further Information Required

Click here
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III. Further Information Required
3. Details of required information are located in a box on the front page of an 

application. This box can be expanded by clicking HERE and dragging to change 
size if needed

4. Resubmit the application as normal, no additional payment required. Note: 
Ensure that all mandatory fields and check boxes are still completed.

5. Do not resubmit your application form until all issues have been addressed and 
corrected
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III. Further Information Required

6. Note: If new documentation needs to be uploaded, incorrect previous 
documentation can be deleted by clicking ‘X’
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III. Further Information Required
7. Error in Resubmission: If your application form won’t submit or resubmit, you can 

go back to the first page of the document and click ‘Next’ through each page to 
ensure that no checkboxes, declarations or other information needs to be 
provided again. The form will not let you progress past a page with an error on it.
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AWS for Locum GP

Questions???



Atypical Working Scheme

Common Errors in Applications

Department of Justice – Immigration Service Delivery (ISD)
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4. AWS for Locum GP – Common Errors

I. Appropriate authorisation for representative making application not 
included

II. Use of unlicensed recruitment agent to submit application

III. Agency engagement of individuals in receipt of Employment Permits

IV. Insufficient time allowed to enter State

V. Contract (or other documentation) not signed, dated or formatted as 
required
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(I). AWS for Locum GP – Authorisation of 

Representative

I. Requirement of GDPR to either accept an application made on behalf of a third party or to 
discuss any aspect of an application with a third party

II. Immigration permission and immigration history is a personal matter and no other person has 
an automatic right to any information about a third party

III. Letter of Authorisation must clearly outline consent for agent/employer/representative to both 
make application and to correspond in relation to same

IV. Letter of Authorisation must be signed and dated in line with requirements for other 
documentation

V. In all cases where an application is submitted by any third-party, this must be clearly 
identified on the application form and appropriate authorisation demonstrated (see: 
S30(1) of Criminal Justice (Theft and Fraud Offences) Act 2001)
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(II). AWS for Locum GP –

Unlicensed Recruitment Agent

I. Employment Agencies Act 1971 defines business of an employment agent and 
mandates requirement for license. Not only direct recruitment of staff on behalf of 
an employer

II. Cannot engage in any such activities without license or while application is in 
progress

III. Administered and enforced by Workplace Relations Commission

IV. WRC website updated regularly (see list here: 
https://www.workplacerelations.ie/en/what_you_should_know/employer-
obligations/employment-agencies/). When agent not listed AWS Unit will first 
seek evidence of appropriate license from agent.

https://www.workplacerelations.ie/en/what_you_should_know/employer-obligations/employment-agencies/
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(III). AWS for Locum GP –

Use of Employment Permit

I. Per terms of Scheme: “Agencies may not register 
on their books a doctor who holds an Employment 
Permit”

II. Should an agency be confirmed as in breach of 
this requirement, this may lead to temporary or 
permanent suspension of ability to avail of 
Scheme
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(IV). AWS for Locum GP – Time to Enter State
I. Immigration permission cannot be granted in case where Immigration Officer is 

aware that the purpose for which permission is being granted cannot be achieved

II. Requirements to be considered as follows:
 AWS Processing time (20 working days minimum)
 Visa application and processing time (varies internationally – DFA and Visa 

advice is to allow 8 weeks)
 Exit requirements from country of origin (varies internationally – see POEA)
Generally, AWS Unit would expect a minimum of 5 weeks time remaining before 
commencement of work at time of review of application (as noted above, allow 20 
working days minimum from date of submission). This will vary with visa 
processing times by nationality and other factors.

III. Where possible, this is called out in any application being returned for any other 
reason in order to avoid requirement to return again after resubmission
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(V). AWS for Locum GP – Signature, Dating and 

Format of Supporting Documents

I. Both signature and date (by employer and employee) must be in wet ink and cannot be digitally 

inserted or typed (see also Item VI)

II. Requirements introduced in response to provision of fraudulent documents which resulted in 

worker being advised that no position available after travel to State

III. Verification and enforceability of contract of employment as a protection measure for both 

employer and employee

IV. Copy and paste of image of signature from another location cannot be verified
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V. Any amendments to contract of employment must also be verifiable as consented to by both parties by signing and 

dating the amended page in line with the requirements noted above

VI. In order to allow for proper verification that documentation provided in support of an application is legitimate and 

original, no documentation should be submitted that has been created as a pdf by any software which allows for 

editing or manipulation of files created from source data. On this basis, files should be provided directly as received 

from a physical scanning machine and not from any software of mobile application which allows for such 

modification. If source data of a file cannot be verified by processing staff, the file cannot be accepted.

(V). AWS for Locum GP – Signature, Dating and 

Format of Supporting Documents
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(V). AWS for Locum GP –

Document Format Example - Compliant
I. Document has been created by a scanner and has not been modified after the fact. Creation method is 

verifiable from the information available.
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(V). AWS for Locum GP –

Document Format Example – Non-Compliant
I. Document has been created by online file editing and manipulation software. No certainty available regarding 

originality and veracity of the document.

II. Note: If no information regarding document history is available, it must be assumed to have been created in a 

manner that is not accepted.
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AWS for Locum GP

Questions???


