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Section One

1.1 Disclaimer

Galway City and County Child Care Committee hagta&ll reasonable care in relation to
the accuracy of the information in this Employeaen#faook. The information is intended as a
guide only and does not purport to be a legal pnegation. Galway City and County Child
Care Committee does not make any warranties regatle accuracy or completeness of the
data herein. Galway City and County Child Care Catte® recommends that when Services
require legal advice they should contact their @®ficitors/Legal Advisors.

1.2 Contract of Employment

As a new employee of , yousgkive a written Contract of
Employment. This document outlines the general Beand Conditions of Employment and
is a confidential document between you and . Please read it carefully

and sign it. This signifies your acceptance offeems and Conditions under which you are
employed.

1.3 Purpose of this Handbook

This Employee Handbook is designed to provide ydh imformation about working
conditions, benefits, and policies affecting yoompdoyment. The information contained in
this Handbook applies to all our employedesllowing the policies described in this
Handbook is considered a condition of continuedlegmpent. However, nothing in this
Handbook alters an employee’s status. The contérikeés Handbook shall not constitute nor
be construed as a promise of employment or astaacb between the Service and any of its
employees. The Handbook is a summary of our pglisidich are presented here only as a
matter of information.

You are responsible for reading, understanding,camaplying with the provisions of
this Handbook.

Our objective is to provide you with a positive asade work environment that is diverse,
free from discrimination and harassment.

1.4 Background

Community Childcare Services from Galway city aodmty participated in workshops that
discussed employment issues in the Voluntary Conim@hildcare Sector. These
workshops were held in Galway twice, Loughrea aliftléh in September and October
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2008. The input from participants in these workshs included in this Handbook.
Participants were both members of staff and memifeveluntary Management
Committees. Participants considered the valuéseotoluntary community child care

sector, the particular nature of the relationst@ween volunteer managers and professional
staff, the challenges this relationship presentshaw services can manage staffing matters
so they are to the benefit of staff and childred eomply with legal requirements.

1.5  Child Welfare

The aim of all child care services is to provideawis best for the development of all aspects
of the child’s development. The welfare of the dlubmes before any other consideration
and staff, management and others engaging witdremimust adhere to this principle.
Where anyone has a concern as to the welfare ahiteethey must act on that concern in
line with the child protection policy of the sereiar alternatively by contacting the duty
socialworker of the Health Services Executive. Please tiwt under the terms of The
Protection for Persons Reporting Child Abuse AB8& immunity is provided from civil
liability to persons who report child abuse “reaaoly and in good faith” to the Health
Services Executive or the Gardai. This means dvar, if a reported suspicion of child abuse
proves unfounded, a plaintiff who took an actioruldchave to prove that the reporter had
not acted reasonably and in good faith in makimgréport. This Act came into operation on
23rd January, 1999. It also means that you carmetdiimised by your employer for
reporting a child abuse concern if you did so indéaith.

Galway City and County Childcare Committee, subjecvailable resources, hopes to offer
to staff and management the back up support andaition to help them address staff
matters effectively. This will undoubtedly leadrigher quality services, happier staff and
ultimately happy children!

A sincere thanks to the services listed below(ipadicular order) who participated in the
workshops and whose ideas and feedback were usisvising this handbook.

Bogha Ceatha - An Spideal

Naionra Tigh na Si ghoeia

Mountbellew Community Childcare

An Teach Spraoithéhry

lonad Tacaiochta Teaghlaigh - Cois Fharraige

Liteks Créche - Loughrea

Letterrfrack Community Child Care Service

Staple@fildcare - Loughrea

Mervue Créche

Renvyle Playschool

Trinity Den - Mervue

Roundstone Playschool

Mol an Oige - Galway

Combhar Chuigeal — Leitir Maad

Sunny Meadows - Galway

Cleggan Playschool

Wonderland Pre-School — Galway

Dun Gibbons PlaygroClifden

Naionra Dara — Renmore — Galway

Clifden Commuligyschool

Sunflower Creche and Playgroup - Galway

BallycohnBéayschool Afterschool

Stay and Play Afterschool —
Scoil Chaitriona — Renmore - Galway

Seoda Beaga Playgroup - Recess

Bohermore Community Preschool — Galway

Inishb®&fiaygroup
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Cullairbawn Community House — Athenry Time 4 Usalway

St. Francis’ Afterschool - Galway An Ghrianan Aftachool - Kilnadeema
Afterschool Together, Newcastle, Galway Roscanidchre Centre

Doorus Community Montessori — Kinvara Bo Peep Mesbri - Corrandulla

Busy Little Bees - Ballinasloe Little Rascals Nems- Knocknacarra
Ahascragh Community Playgroup Little Blossoms - ftegard

Naionra Killalaghton Kidscorner Creche - Blackaciiauam

2.0 Context The Community Child Care Sector

2.1 Definition
To consider staff matters it is important to givmsideration to the context in which such
services operate. The following is a very basiénidn of different sectors in society:

The Private Sector — Services managed and rurf@mpaofit basis by private individuals

The Public Sector — Services run and managed by atal semi — state bodies both for profit
and for the benefit of the citizens of the state

The Community and Voluntary Sector — Services mohr@anaged by volunteers on a not-
for-profit basis

The Community Child Care Sector is distinct in tBatvices are managed by volunteers on a
not-for-profit basis. This has benefits and offelallenges. These were defined by those that
staff and manage Services in Galway city and county

2.2 Benefits of Community Child Care Services

Services are not for profit and if a profit is matis reinvested in the Service. Services are
managed by a team of local volunteers who form liMary Management Committee to
manage the Service. The people who manage thecBeme accessible to people in the local
community. Parents and local people can put themasdbrward at the Annual General
Meeting to be part of the management team of theic&e

A Voluntary Management Committee is a more demacfatm of managing a Service.

Community services aim to be inclusive and to emshildren in situations of disadvantage
can avail of a local child care Service. Commus#yvices can avail of a higher level of
capital grants and can avail of subvention grapésifically for the benefit of families in
receipt of a welfare payment.

Community services ensure consultation in the mugpaind evaluation of the Service.

2.3  Challenges of Community Child Care Services.
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It is common that the people elected to the Volynkdanagement Committee of the Service
have little or no qualifications in running and ragimg a child care service. It follows
therefore that volunteers often have little or rpexience in managing a building, in
accounting, dealing with staff matters, oversedindgets, being aware of legislation such as
health and safety, child welfare and protectiot mndealing with the bureaucracy that is
involved in delivering a community child care see:i Training for Voluntary Management
Committee members in these areas is essential.

Community child care services recruit staff witle eaxpertise and skills to run the Service on
their behalf. It is common practice in the pubkc®r and in private business that the person
in charge is the professional expert. In the cdsBmmunity child care services the people
in charge of the Service must rely on the stathefService for the professional knowledge
and expertise to run the Service on a day-to-dasisbPart of the role of the manager of the
Service is to assist the management committeesieffiective management of some aspects
of the Service. This is a situation that demandstglon roles and responsibilities and the
proper exercise of authority.

Community child care services are managed by apgobpeople, a Voluntary Management
Committee. It is a challenge for any group of pedplcommunicate effectively among
themselves and to communicate effectively withfstfe role of the chairperson and of a
staff liaison working group are key to ensuringpanmittee operates effectively and
communicates well with its members and with staff.

There tends to be a turnover of volunteers in conmityehild care Service. Parents often
volunteer to be part of the Voluntary Managementn@uttee while their child is attending
the Service. Once the child leaves the Service@d#nent/s may also resign from the
committee. Ongoing recruitment and induction ofiwary members is essential.

Volunteers who manage a child care Service are oftest not on the premises while it is
open. They must trust the reports of children, psrand staff as to how the Service is
functioning. This is different to the private sacémd public sector where managers are on
site or present in the Service on an ongoing bakis. means that it is difficult for
management to know what stresses and strainsahein staff and the Service and to
measure the performance of staff and give staffidaek on how they are performing.

Members of Voluntary Management Committees candumdied locally by members of the
community wanting to influence them to get entrafoeeheir child, to address issues they
have with the Service. Services are ‘local’ andlg/the Service may close at a particular
time you still meet the same people locally andanial settings. It can be difficult to get
away from your role as a member of staff or the watee of the child care service.

There are many reasons why staff pursue a careilthcare or members volunteer to come
on committees. By and large these are for very goatlbeneficial reasons. However, some
people can want to exercise overdue influenceSeraice and be dogmatic in their approach.
Trying to ensure power is exercised in an appropf@shion and always in the best interest
of the children in the Service may be a challemge must be addressed.

Because the voluntary sector is based on goodmdiv@luntarism there can be an unspoken
expectation that for staff their work is a vocateomd this can lead to excessive expectations
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of staff. There may also be a tension that volustsay they are doing this for nothing while
staff are getting paid for doing the work.

Also mentioned was the opinion that volunteersroéte not fully understand the impact of
the decisions made at meetings.

When there is a group of people involved it is endifficult to ensure confidentiality.

It is very difficult, and becoming increasingly fiiult for volunteers to understand the
growing number of rules, regulations and laws fmatern how a child care service operates.
The continuing growth in bureaucratic demands aedritroduction of further complicated
procedures such as subvention make it difficuliefasting volunteers and to recruit new
volunteers.

Community Child Care Services will plan timetablesopening times of the Service, meals,
daily activities. However, not many Services ting¢efor staff meetings, support and
supervision meetings, appraisals and other stattiemsa For volunteers and staff to find the
time, in an already busy schedule, to addressrsgatiatters is a challenge.

2.4 Fears of Staff and Members related to Employmerssues

Members of community childcare services at workshitypoughout the county and city
recognised the following challenges that gavetosears in addressing employment matters.
Good policies and procedures and training will stsServices to address issues effectively
and while they may not remove people’s fears tieykl give people a greater level of
confidence in addressing these matters.
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Staff burn out

Poor communication

Staff members not getting on
Lack of training

Staff being too quiet and timid
How to be a line manager

What standards to set for the Service and how
reach these standards

How to recruit staff
How to effectively supervise staff

How to deal with parents who say they have a
problem with staff

How to ensure that you protect the Service (stq
within the law)

To answer the employment queries of staff

To know what information should be in a staff
contract and staff handbook

Fundraising and keeping the Service in busineg|
Ensuring people respect each other

Keeping staff motivated and keeping morale h
Room leaders not leading

Staff getting stressed and burnt-out

Not having time for team building

Not having time for training and keeping
certificates up to date (first aid, manual handlin

ystaff not getting on well together

Ensuring the proper exercise of power
Dealing with staff who are late

How to deal with staff who are not good with
children

Shortage of time to address staffing matters

Shortage of funds and as a consequence not k
able to pay staff

¥/orrying about the shortage of funds
Having to make people redundant
Having to discipline staff

Knowing how to set standards

Having to confront staff/management

High turnover of management
Hard to get management to meet

Some management members are there to ‘ma
up the numbers’

SS
Keeping to the staff ratios

Getting Garda Vetting
gh :
Abuse of authority and power

Trying to get agreement for and get all the
policies and procedures implemented

Staff illness and the fact that childcare services

have their own challenges such as infectious
diseases, flu etc.
g

Deing

ke

D

2.5

Values of Community Childcare Services

Members of community child care services in dismrsagreed that they do promote and
will continue to promote the following values ieltvering community child care services.
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Inclusive Aim to be cheaper
Diverse Voluntary management
Children First — Rights based Respect

Participatory - Democratic — parents have aTrust

sa
y Shared responsibility - Fair share of the

workload in both managing and running thg
Service.

D

2.6 Summary

In summary the context within which community basbddcare services operate present
both opportunities and challenges. From a humasures perspective Voluntary
Management Committee members are on average nie tole of employer and manager.
Staff in Services are professional while the mansage are in effect ‘amateurs’ giving of
their time and effort freely for the benefit of tBervice. To ensure staffing matters are
addressed properly demands patience, a willingiwdesirn about employment legislation
and to train to deal with staff support, supernnsamd managing of performance.

Being managed by a collective of people (a VolunManagement Committee) demands
that the committee communicates well with its owenmbers and clearly with staff, that
conflicting demands are not made. People mustds @s to their roles and responsibilities
and no person or clique should operate overdue pomiafluence in the running of the
Service.

Community services are unique in the opportunigytive to parents and members of the
community in the management of the Service. Comtyseirvices draw on the goodwill and
energy of people locally that Services in othet@msoccannot or do not harness. Promoting
the values that community services promote andavallp for participation present
challenges, including the proper management of muesources, that must be managed
effectively so the benefits of community child caesvices shine through

2.7 10 Golden Tips
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1. Ensure everyone in the Service is clear on thégraad responsibilities. Have Job
Descriptions for volunteers, management and draffier to staff handbook,
contracts).

2. Ensure everyone in the service abides by the sepaoticies but especially the
confidentiality policy.

3. Have a staff liaison sub-committee to work withffsta staff support and
development. This committee should have trainintheg can fulfil their role.

4. Management (through staff- liaison) should meehwhie Manager on a regular basis
to ensure staff matters are addressed. Enter fbaitdteese meetings well in advance
and make sure these meetings are routine.

5. The Manager should meet with staff on a regulaisb&nter dates for these meetings
well in advance and make sure these meetings at@eo

6. The management should meet with all staff indiviguan occasion, separate from
the Manager to ensure staff have access to managenmes should be done with the
knowledge of the Manager.

7. If employment matters give cause for concern,ef¢his a problem with a member of
staff, between staff, with your employer, then addrit within a reasonable time
scale. Staff matters that are not dealt with woll go away and will usually worsen.
Focus on the issues not the person. This will preigsues from becoming
personalised. Staffing matters must be managedtef#ty in bad times and good.

8. There should be a measurement of staff performandestaff should be informed of
how they are performing — both the good and the Bhd Voluntary Management
Committee and/or staff liaison should discuss whth Manager how they are going to
measure staff performance. Staff should be corcgale be part of defining
objectives for their work.

9. The laws of natural justice apply in employmenatedl difficulties. Where an
allegation is made against a staff member thesg $&nould always apply The
employee has the right to a fair hearing, the rigtknow the allegation against them,
time to consider and respond to allegation, thietrig representation at meetings and
the right to challenge the severity of any sancti@at might be brought against them.

10. Seek advice and support. Employment matters arered\by wide ranging
legislation. When dealing with staff difficultiesy if you are a member of staff with a
difficulty, get independent advice on how besptoceed. Interpersonal difficulties in
any realm of life are stressful, get support foungelf so that you can handle the
situation well and protect your health and welllgein

| was angry with my friend | told my wrath, my wiadid end.
| was angry with my foe: | told it not, my wrathddgrow."

William Blake.
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3 Terms and Conditions of Employment

3.1 Leave

The Voluntary Management Committee regards it asrdgl that all matters relating to
Leave, Maternity Leave, Parental leave, Adoptivaueeand Carer’s Leave are treated in
strict confidence. Leave will be taken by prioregment with the Voluntary Management
Committee or those appointed by the committee.

3.2 Holiday Entitlements

Information taken from a Guide to Labour Law - Depeent of Enterprise, Trade and
Employment 2005

Web Site Addresdittp://www.entemp.ie

Employment Rights Information Unit: Telephone: (6BL 3131

Holiday pay is earned against time worked. All eoypks, full-time, part-time, temporary or
casual earn holiday entitlements from the time werkommenced. The Organisation of
Working Time Act 1997 provides that most employae=ertitled to 4 weeksannual
holidaysfor eachleaveyearwith pro-rataentitiements for periods of employment of less than
a year. In the case of employees working a nobalyweekthiswould work outatl %5

days per month worked or 20 days.

From 1st April, 1999, depending on time worked, Eypes holiday entitlements should be
calculated by one of the following methods:

(i) 4 working weeks in a leave year in which thepbogee works at least 1,365 hours (unless
it is a leave year in which he or she changes eynmaat).

(ii) 1/3 of a working week per calendar month ttet employee works at least 117 hours.

(iif) 8% of the hours an employee works in a legear (but subject to a maximum of 4
working weeks).

The time at which annual leave may be taken isroeted by the employer having regard to
work requirements, and subject to the employentakito account the need for the
employee to reconcile work and family responsiiesit and the opportunities for rest and
recreation available to the employee.

The Organisation of Working Time Act provides thia employees concerned or their trade
unions are consulted at least 1 month in advantieeodates selected by the employer for
annual leave.

The employee’s annual leave must be taken withendhve year to which it relates or, with
the employee’s consent, within 6 months of the hexte year. The pay for the annual leave
must be given in advance of the commencement aértifoyee’s annual leave, and is
calculated at the normal weekly rate.

Public Holidays
The Act also provides the following nine public idlalys:
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(i) 1 January (New Year's Day);
(ii) St. Patrick’s Day;

(iif) Easter Monday;

(iv) the first Monday in May;

(v) the first Monday in June;

(vi) the first Monday in August;
(vii) the last Monday in October;
(viii) Christmas Day;

(ix) St. Stephen’s Day.

In respect of each public holiday, an employeenigled to:

() a paid day off on the holiday, or

(ii) a paid day off within a month, or

(i) an extra day’'s annual leave, or

(iv) an extra days pay as the employer may decide.

If the public holiday falls on a day on which the@oyee normally works, then the
employee is entitled to either a paid day off, dditonal day’s pay, a paid day off within a
month of the day, or an additional day of paid aiheave for the public holiday.

If the public holiday falls on a day on which the@oyee does not normally work, then the
employee is entitled to 1/5 of his/her normal wgekage for the day, which rate of pay is
paid if the employee receives options (i) (ii) m),(above, as may be decided by the
employer.

If the employee is asked to work on the public deyi, then he/she is entitled to either an
additional day’s pay for the day, or a paid daywaithin a month of the day, or an additional
day of paid annual leave.

There is no service requirement in respect of puimilidays for whole-time employees.
Other categories of employees (part-time) quabfydublic holiday entitlement provided
they have worked at least 40 hours during the Skweading on the day before a public
holiday. (Note that this Act refers to public ftalys not bank holidays. Not every official
bank holiday is a public holiday though in practicest of them coincide.)

Sunday Premium

If not already included in the rate of pay, emplesyare generally entitled to paid time-off in
lieu or a premium payment for Sunday working. Arpéagee is entitled other premium
payment for Sunday working payable to a comparabiployee in a collective agreement in
force in a similar industry or sector. This medmet the Sunday Premium, if not already paid,
will be equivalent to the closest applicable cdlieeagreement which applies to the same or
similar work under similar circumstances and wipecbvides for a Sunday premium. The
premium can be in the form of:

An allowance

Increased rate of pay
Paid time off
Combination of the above
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Zero Hours

Employees will be entitled to be paid for 25% af tme which they are required to be
available or 15 hours whichever is the lesser,iean employee’s contract of employment
operates to require the employee to be availablégdours in a week, he/she will be
entitled to a minimum payment of 12 hours everoif required to work that week.

The Zero Hours provision does not apply to lay-asfsort-time, emergency or exceptional
circumstances, employee illness or employee on-call

Complaints

Complaints about any breaches of the Organisafidarking Time Act may be referred to
a Rights Commissioner. The relevant complaint f@@vailable on request from
Employment Rights Information Unit, or the Officetbe Rights Commissioner and is
downloadable from either www.entemp.ie or www.Ec.i

Records

Records required to be kept by the employer arecpiteed by S.I. No. 473 of 2001, Service
of Working Time (Records) (Prescribed Form and Epeoms) Regulations, 2001. These
records must be retained for 3 years and must &iéable for inspection by Labour
Inspectors of the Department of Enterprise, TradkEmployment. The regulations
provide that employers are required to keep:

(i) a record of the number of hours worked by emipés (excluding meals and rest breaks)
on a daily and weekly basis;

(ii) a record of leave granted to employees in aaebk by way of annual leave or in respect
of a public holiday and payment made in respethaif leave;

iii) a weekly record of the notification of the diag and finishing time of employees.

In relation to (i) above, the Regulations incorgerstatutory form OWT1 on which
employers who do not have electronic means of dégmust record the number of hours
worked by employees on a daily and weekly basis.

The Regulations also require that an employer keempy of the statement provided to each
employee under the provisions of the Terms of Egmlkent (Information) Acts 1994 and
2001 — See Terms of Employment -Section 1.

The Regulations provide for exemptions, subjedetdain conditions, in relation to the
keeping by employers of records of rest breaksrastdperiods under the Organisation of
Working Time Act 1997.

Additional Information

See Department of Enterprise, Trade and EmployiBeplanatory Booklet on Holidays and
Public Holidays, Explanatory Leaflet on Sunday Atemand Zero Hours, Explanatory
Leaflet on Service of Working Time Act 1997 or CaxféPractice on Compensatory Rest,
copies of which are available on request, or doaatédnle from Department’s website at
http://www.entemp.ie

Your holiday entitlements and arrangements fomgkeave are outlined in your contract of
employment.
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3.3 Maternity Leave (Information from http://www.oasis.gov.ie)

Any female employee expecting a baby is entitled t@ntinuous period diventy six
weeksmaternity leave around the time of birth of thddthThe employee will maintain all
of her employee rights, other than remunerationndithe twenty six week period, including
the entitlement to annual leave and public holidays

Once the pregnancy is confirmed the employee igired| to advise the Service in writing as
soon as possible amad least four weeksbefore the commencement of her maternity leave.

Of the twenty six week period, at le&asb weeksmust be taken before the expected date of
birth, and at leasbur weeksafter the birth.

Maternity Protection (Amendment) Act 2004

Additional Maternity Leave

You are also entitled to take up to a furteeteen weeksnaternity leave, but this period is
not covered by maternity benefit, nor is your engploobliged, unless otherwise agreed, to
make any payment during this period.

Public holidays and annual leave

You are entitled to leave for any public holidalyattoccur during your maternity leave
(including additional maternity leave). The riglitemployees to leave for public holidays is
set down inSection 21 of the Service of Working Time Act, 1997

Maternity Leave and Annual Leave
Time spent on maternity leave (including additiomaternity leave) is treated as though you
have been in employment, and this time can be itssadcumulate annual leave entitlement.

Stillbirths and miscarriages

If you have astillbirth or miscarriageany time after the 24th week of pregnancy, you are
entitled to full maternity leave. This means a basriod of twenty two weeks and also
twelve weeks additional maternity leave. If you éaatisfied the PRSI requirements,
Maternity Benefit is payable for the twenty two Wwe®f the basic maternity leave.

To apply for Maternity Benefit following a stillkdi, you need to send a letter from your
doctor with the Maternity Benefit application forognfirming the expected date of birth, the
actual date of birth and the number of weeks ofpaacy.

Postponing Maternity Leave

Section 7 of the Maternity Protection (Amendment} 2004 provides for postponement of
maternity leave in strict circumstances. (if yoablp is hospitalised). This right to postpone
leave applies whether you are on maternity leavenadditional unpaid maternity leave.
The maximum amount of time the leave can be posighdor issix months Please note,
your employer has the right to refuse your applicato postpone your maternity leave.

You may only request that your maternity leave bstjponed once you have taken at least
fourteen weeks maternity leave, four of which nmheste been taken after the birth. (This
provision does not apply to fathers who are on méieleave).
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If you postpone your maternity leave and returweok, then you may take your leave in one
block, not later thaseven days aftethechild has been discharged from hospitalYour
employer may request a letter from the hospitafiommg the child has been hospitalised
and following discharge, a letter confirming theedaf discharge.

If you postpone your maternity leave and returerngloyment, you need to notify the
Department of Social and Family Affairs of this.Ymust notify them in writing that your
child has been hospitalised and you have retumediployment. A letter from your family
doctor GP)/hospital is required to confirm to the Departmirat the child has been
discharged from hospital and your maternity bersdfduld resume. Yowrersonal Public
Service Numbe(PPS) number should be clearly identified on alludnents you send to the
Department. Remember, you may only apply to postp@ur maternity leave if the baby has
been hospitalised - not if the child is unwell.

lliness While on Postponed Maternity Leave

If you have postponed your maternity leave and tmecdl when you return to work (before
resuming your postponed leave), you may be coreilder have started your resumed leave
on the first day of your absence because of illnélsrnatively, you may choose to forfeit
your right to resumed leave and have your lea\adrkasick leave

Returning to Work

You are entitled to return to work after maternégive. TheMaternity Protection Act, 1994
states that if it is not reasonably practicableyfmur employer to allow you to return to your
job, then they must provide you with suitable ad&give work. This new position should not
be on terms substantially less favourable thanetiodgour previous job.

Otherwise, you are entitled to be treated as iflyatd been at work during your maternity
leave. Your employment conditions cannot be worddnethe fact that you have taken
maternity leave, and if pay or other conditionsénamproved while you have been on
maternity leave then you are entitled to these titsnghen you return to work.

If you decide not to return to work after your periof maternity leave, you are required to
give your employer notice in the usual manner

Time Off for Medical Visits

TheMaternity Protection Act, 1994 provides that once your pregnancy is confirmed ryay
take reasonable time off for medical visits conadatith the pregnancy. There is no
maximum or minimum amount of time off specified tbese visits. Rather, your are entitled
to as much time off as is necessary to attend wath(This includes the time required to
travel to and from the appointment and the time talen for the appointment itsel). You
will need to provide your employer with medical @nce confirming the pregnancy, giving
two weeks notice of your medical visits. You shosiftw your appointment card if
requested by your employer at any time after yoat &ppointment. You may also take time
off for medical visits after the birth for up to ¥eeks following the birth including any time
taken on maternity leave after the birth. Youamétled to be paidwhile keeping these
medical appointments both before and after thébirt

It's important to note that while you are entittedake reasonable time off without loss of
pay for medical visits connected with your pregnaryou may also be entitled to take paid
time off to attend some ante-natal classes. Youe&ath more about ante-natal classes.here
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Rules

« You must give your employer at least four weeksttam notice of your intention to
take maternity leave

« You must also provide your employer with a medastificate confirming the
pregnancy

- If you intend to take the additional 12 weeks matgreave you must provide your
employer with at least four weeks' written notice

- Both these notices can be given at the same time

« Itis important to comply with these notice requuents, as failure to do so may cause
loss of rights

« You must give your employett least four weeks' written noticeof your intention to
return to work

« You must notify your employer as soon as possibyeu wish to postpone your
maternity leave (but remember, your employer céuseethis application).

Rates
For rates of maternity benefit, please see furtbatent on Oasis relating to maternity
benefit.

How to apply
+ Apply to your employer, in writing, to take matdsnieave
« Apply to theDepartment of Social and Family Affaifer maternity benefit. You need
to do this at least six weeks before your babyésdhte

Where to apply

The Equality Authority has responsibility for oveesng the implementation of the maternity
leave legislation in Ireland. Queries about youitiEment to maternity leave, postponing
leave, etc. should be addressed to:

The Equality Authority

Clonmel Street, Dublin 2

Tel: (01) 417 3333 Fax: (01) 417 3366

E-mail: info@equality.ie
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3.4 Adoptive Leave

Under theAdoptive Leave Act 1995as amended by thedoptive Leave Act 2005 (pdfnly

the adoptive mother is entitled to avail of adoptiwave from employment, except in the case
where a male is the sole adopter.

You are entitled tewenty four weeksadoptive leave. You are also entitled to take an
additionalsixteen weeksunpaid adoptive leave.

Adoptive Benefitmay be payable by the Department of Social andilifaffairs during
adoptive leave.

Adoptive Leave and Employment Rights

The Adoptive Leave Act 2005 introduced some impurthanges and additional rights for
adoptive parents. From 28 November 2005 there&tkemployment rights (except
remuneration and superannuation benefits) assdondatk the employment, such as annual
leave and seniority, are protected during additiadaptive leave.

Adopting parents are entitled paid time off work to attend preparation classes and pre-
adoption meetings with social workers/HSE officiedguired during the pre-adoption
process. The adopting mother and employer may agreeminate unpaid additional
adoptive leave in the event of the mother's illngdssreby allowing her to transfer onto paid
sick leave

An employee's absence from work on additional whpdoptive leave will count for all
employment rights (except remuneration, superamnmuaenefits) associated with the
employment such as annual leave and seniority.

Adoptive Leave and Public Holidays

You are entitled to leave for any public holidalyattoccur during your adoptive leave
(including additional adoptive leave). The righteshployees to leave for public holidays is
set down inSection 21 of the Service of Working Time Act 1997

Adoptive Leave and Annual Leave

Time spent on adoptive leave (including additicaddptive leave) is treated as though you
have been in employment, and this time can be tesadcumulate annual leave entitlement.
Readmore about annual leave and public holidays.here

Rules

Your right to adoptive leave means that you haxigte to a period of leave from
employmentvithout pay. However, your contract of employment may proviimepayment
during the period of leave. Provided you are iurable employment and satisfy the social
insurance (PRSI) conditions, you may qualify forofatlve Benefit while you are on adoptive
leave.

Avaliling of Adoptive Leave

There are set procedures regarding how to applgdoptive leave. (Read more in 'How to
apply' below). You must giviour weeks noticeto your employer, notifying them of your
intention to take adoptive leave (for both foreayrd domestic adoptions).

Returning to Work Following Adoptive Leave

The employee has the same rights to return to werkith maternity leave, and must also
give four weeks noticeof the intention to return. You are entitled ttura to the job you had
immediately before the leave, unless this is nasoaably practicable for the employer.
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Where this is the case, then your employer must gffu a suitable and appropriate
alternative. The terms and conditions of the alitwe and the capacity under which you are
to be employedyust not be less favourable than your job prior to going on leave.

The rights in relation to return to work apply elipigo a new employer where the business
has changed hands while the employee was on leave.

Rates
You are not entitled to be paid by your employeil@viiou are on adoptive leave, except
where your contract of employment specifies this.

How to Apply

Notify your employer in writing of your intentiom tavail of adoptive leave. You must give
adequate notice and your letter to your employeukhclearly outline the date on which you
intend to commence adoptive leave.

Summary of Parental Leavehttp://www.equality.ie/index.asp?locID=20&docID=33
The Parental Leave Act 1998 entitles each pareid iweeks unpaid parental leave.

The leave must be taken before the child is eightyof age, or sixteen years of age in the
case of children with disabilities.

This leave is non-transferable between the parertgpt where both parents work for the
same employer. However, this depends on the agreeshthe employer.

You mustnotify your employer six weeksin advance of your intention to take parental
leave.

The leave may be "broken up" with the agreemetit@employer.
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3.5 Carer’s Leave

Carer’s Leave is provided for ithe Carer's Leave Act 200JAn eligible employee will be
entitled to leave from employment to care for @vaht person foa period not exceeding
one hundred and four weeks

To Qualify for Carer’s Leave:
The employer must have employed employees for amtmus period of twelve months

The relevant person must be deemed to be in nefedl-tifne care and attention by the
Deciding Officer (Officer of the Department of Salcand Family Affairs)

Employees have to provide the Voluntary Manager@mmittee with a written decision
from a Deciding Officer

Employees may have to prove that he / she willrogiging full-time care and attention to
the relevant person

An employee is not entitled to a period of Caréesve where another employee is absent
from employment, during the same period, on Calszave for the same relevant person

The employee must provide the Service with a mummofsix weeks noticavhen

requesting a period of Carer’s Leave (this may ba/@d in exceptional/emergency
circumstances). The Service will prepare a carditon document, which must be signed by
the employee, ideallvo weeksbefore the commencement date.

All employment rights are protected while an employs on Carer’s Leave, except the right
to remuneration. An employee maintains the righdarinual leave and public holidays’
entitlements solely for the first thirteen weekdrom the date of commencement of Carer’s
Leave.

Employees should inform the Serviteur weeksbefore the end of the Carer’s Leave that
they intend to return to employment on the due lalatk. The Service will facilitate
employees to return to their normal job as faisagasonably practical.
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3.6 Force Majeure Leave

Information on Entitlements to Force Majeure Leave

An employee is entitled to leave with pay from diher employment for urgent family
reasons, owing to the injury or iliness of anyta persons listed below.

= A child or adoptive child of the employee

= The spouse of the employee, or a person with wineneinployee is living as
husband or wife

= A person to whom the employee is in loco parentis

= A brother or sister of the employee

= A parent or grandparent of the employee

= Persons in a relationship of domestic dependemmuding same-sex partners.

Entitlement to Force Majeure Leave is limited tawamstances where the immediate
presence of the employee, at the place whereltbeiiljured person is situated, is
indispensable.

During an absence on Force Majeure Leave an enpisyegarded as being in the
employment of the employer, and retains all ofdrifer employment rights.

Force Majeure Leave is paid leave. It cannot batéaas part of any other leave [s.14(5)]
(e.g. sick leave, adoptive leave, maternity leaveual leave or parental leave) to which the
employee is entitled.

Notification of Force Majeure Leave

As soon as reasonably practicable after his ordtarn to work after an absence on Force
Majeure Leave, an employee must confirm to hisesramployer that he or she has taken the
leave.

Maximum Entitlement

An employee may not be absent on Force Majeured_ga%3(5)] for more thathree days

in any twelve consecutive months, or five daysnw thirty six consecutive months. Absence
for part of a day is counted as one day of Forcgeia Leave.

3.7 Compassionate Leave

A period not normally exceedirtgree dayswith pay may be granted as Compassionate
Leave. This period may be extended at the diseretidhe Voluntary Management
Committee tdive dayson the death of a close relative or partner.
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3.8 Sick Leave and Sick Pay
There is no statutory entitlement to sick leave@hand.

If you are absent from work due to sickness orrinjyou will be required to notify the
Service immediately, or in any event, before yoormal start time on the first day of
absence. Employees are not paid during periodbsd#nce due to illness. A medical
certificate is required for absences of more thaays. You will be required to claim any
state benefit during any period of absence fromkvadoe to illness.

The twelve-month period (Sick Leave Year) startshnfirst day of illness.

An employee’s medical practitioner or dentist slalitify all periods of sickness exceeding 2
days. The certificate shall state the general patfian employee’s ailment, the precise
period for which an employee shall be unfit forydat the probable date of resumption of
duty. Subsequent certificates shall be submittélaeifabsence continues beyond the period
covered by the initial medical/dental certificate.

The Service may request, and has the right to regaisecond/independent medical
examination and report on the fitness of an em@aed will meet the cost of this.

The Service may request you to attend a meetingtonn to work to ascertain the nature of
your illness and if there are any actions the egyglmeeds to take to support you or as a
consequence of your illness.

3.9  Jury Service and Jury Leave Jury Service Act 1976

Under the Juries Act (1976) paid leave is granted@iry Service A person shall be treated
as employed or apprenticed during any period wleeis Absent from his employment or
apprenticeship in order to comply with a jury sunmsio

3.10 Rest Periods

The general rule is that you are entitled to albrdal5 minutes after more than four and a
half hours work and to a 30-minute break afterhginrs which may include the first 15-
minute break. There are exceptions to the genelal For example, shop employees whose
hours of work include the period from 11.30am ®0pm should not be required to work
more than six hours without having a one-hour brediich must begin between those hours.
These break times cannot be included in a bretiieagnd of the working day. There is no
entitlement to payment for such breaks. An emplayexempt from providing breaks where
it is not possible due to exceptional circumstararean emergency.

Entitlements to rest periods during the working day the working week A person is
entitled to 11 consecutive hours rest in any peoio24 hours that you work for your
employer. In addition, you are entitled to 24 cangie hours rest in any period of seven
days. This should normally follow on from one oé thl-hour periods mentioned already
unless there is some reason this cannot be dont dine nature of the work. Rest period(s)
should include a Sunday unless your contract pesvatherwise. An employer is exempt
from providing these rest periods if this is nosgible due to exceptional circumstances or
emergency. (Source: Comhairle Website)

http://www.oireachtas.ie/documents/bills28/acts//82097.pdf The Organisation of
Working Time Act 1997 is the legislation that gusdeorking time and rest periods.
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4.0 Terms and Conditions of Employment

4.1 Revision of Terms and Conditions of Employment

Your Contract of Employment jointly binds employeesl the Voluntary Management
Committee. It will only be changed by the requiremseof the law or with the approval of the
Voluntary Management Committee. Any change so agwek be notified to employees
within twenty-eight days. Substantive changes iarymntract will only happen in
consultation with you and staff.

4.2 Payment of Salary
Wages will be paid two weeks in arrears by

4.3 Employment Expenses

An employee will be reimbursed for using his/hemnavar in the course of work.

Employees are required to have use of their owrfiazanfficial purposes, a full driving

licence, current motor insurance and taxation liatien to the vehicle. A Letter of Indemnity
from the employee’s insurance company will alsodzpiired. Mileage and receipted expense
for official business are paid.

Motoring Expenses will be paid in accordance wates set out by the Voluntary
Management Committee. Public transport shoulddeel uwwherever possible for travel
outside the region.

The employee is entitled to expenses, which musébeipted, when away from base for
more than five hours and for overnight stays wimerether payment arrangements have been
made.

Expense Claims should be submitted on a monthlig lsas minimum and should be filed
with the Manager by the first Monday of the follagimonth. All expenses must be
authorised and approved by the Voluntary Managei@enimittee.

4.4  Training and Development

It is recognised that ongoing training will enhatiee job performance of employees. The
Voluntary Management Committee will, within reasoansider paid leave and some
financial assistance towards the costs of authgseninars, conferences and training
courses. This is subject to funding being availétde the income to the Service and to the
terms of the Equal Opportunities Policy. Pleasete&ervice’s policy on training and
development.

4.5 Personnel Files

A file will be kept for each employee which willdlude information such as their contract of
employment, timesheets, salary, increments, arleaag, sick leave details, medical
certificates, records of appraisals, disciplinargievance procedures, review notes.
Employees are entitled to inspect their own persbfiles and will be asked to assist in
keeping their file up to date.
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4.6 Employee Behaviour

The Voluntary Management Committee regards it asrégal that employees should be
courteous, helpful, well presented and co-operaowvehildren, parents, staff and
management in the course of carrying out theireguflThey also recognises the right of
employees to be treated with dignity in the workpland the importance of treating co-
workers with respect. The Voluntary Management Cdaibesaims to create a work
environment free from discrimination, harassmeatism and disrespectful behaviour. Please
refer to the Code of Behaviour of the Service amdiliarise yourself with its requirements.

4.7 Drugs and Alcohol Policy

The rules apply during working hours to all emplegy@nd volunteers, scheme staff, students.
The manufacture, distribution, possession, salpuorhase of controlled substances of abuse
is prohibited.

Being under the influence of illegal drugs, alcolwwlmood altering substances is prohibited.

Working while under the influence of prescriptiomugs that impair performance is
prohibited. This matter is addressed in the Heatith Safety policy that you must familiarize
yourself with.

4.8 Double Employment

Please inform us of other work commitments in otdeznsure that you are not contravening
legislation on double employment. Working hours traisall times meet the requirements of
the Organisation of Working Time Act, 1997. Plelé@ut the form in this regard and this
will be in your personnel file.

4.9 Equal Opportunities

Employees will not be discriminated against or suffanctions or harassment by virtue of
race, religion, family status, membership of thavBller community, gender, sexual
orientation, marital status, disability, age odgainion membership. Please refer to our
Equal Opportunities Policy

4.10 Notice of Termination of Employment
The Service will give notice in writing of Terminamh of Employment in accordance with the
Minimum Notice and Terms of Employment Act (1973).

Length of Notice Minimum Notice
13 weeks — 2 years 1 week

2 years — 5 years 2 weeks

5 years — 10 years 4 weeks

10 years - 15 years 6 weeks

Over 15 years 8 weeks
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Employees are requested to give one months naotiaeiting.
The right to notice by either party may be waivgdagreement. Salary may be paid in lieu of
notice.

Employees may invoke a Grievance Procedure if thegyute the notice of termination of
employment.

Any holidays due, when the employment is terminatéti receive payment in lieu of
accrued, but unused, holidays in their final pay.

The Acts do not affect the right of an employeemployee to terminate a contract of
employment without notice due to the miscondudhefother party.

http://www.irishstatutebook.ie/1973/en/act/pub/000Andex.html

4.11 Confidentiality

Employees and Voluntary Management Committee mesrdoerrequired at all times to
maintain confidentiality in respect of matters whmome to their knowledge in the course of
their work subject to contractual obligations aegdl considerations.

All documentation prepared by an employee durirgcburse of his/her work is the sole
property of the Service.

Employees are also required and expected to maitites standard of confidentiality when
they leave employment with this Service.

Staff, management and volunteers should sign thacgés Confidentiality Policy.

4.12 Conflict of Interest
Employees should not engage in work where theaecnflict of interest with the work, the
ethos and guiding principles of the Service.

Circumstances leading to a potential conflict ¢éérast should be raised with the Voluntary
Management Committee of the Service.

4.13 Media

Members of the Service may not give interviewsjésgress release statements or other
materials for publication about the Service omitgk without the consent of the Voluntary
Management Committee.

414 Safety
Everything possible will be done to ensure thatvioekplace is free from risk and harm. To

safeguard employees and minimise the risk of antsd@ny possible hazard should be
reported to the Voluntary Management Committeeriig. All the Service’s safety
procedures must be strictly observed. Every actidemcident, no matter how small, must
be recorded in the Service’s Accident and Incid®eport Book. All staff must familiarise
themselves with the Service’s Safety Statementsggrdthat they have read, understand and
will comply with its demands. Violence in the wot&pe will not be tolerated.
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4.15 Employee’s Property

The Service will not be responsible for loss or dgmto an employee’s property on its
premises. Employees should report all propertydosbund to the Manager or the Voluntary
Management Committee.

4.16 Dress Code
All employees/volunteers are expected to presenwéok in dress that is appropriate to a
childcare service.

4.17 Pension Scheme

The Service provides employees with access tasoRal Retirement Savings Account
(PRSA) scheme. This is a non-contributory schemielwdmployees may choose to join. At
the employee’s request, the Service may arranggeiductions to be made from payroll.

4.18 Relocation

Should the Service deem it necessary to use or mooaeditional/new premises employees
will be relocated in these premises when requirgkdout any additional financial or other
compensation.

4.19 Retirement
It is the policy of the Service that employees walire at 65 years of age.

4,20 Trade Union
The Voluntary Management Committee recognisesitjiit of an employee to be a member
of a Trade Union

Section 4 Policies
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The following policies relate to employment mattétsrther policies are in place for the day-
to-day running of the Service and are availablihéstaff room. Please familiarise yourself
with these.

4.1 Diversity

Non-Irish nationals who were resident in the Stadeeased from 224,000 to 420,000
(+87%) over the period 2002 to 2006. The fastesivarg categories were EU nationals,
apart from Irish or UK nationals, along with Africand Asians. Polish nationals numbered
63,300 while the number of Lithuanian nationals ®4$%00. In overall terms non-Irish
nationals made up 10 per cent of the usually resipepulation that indicated a nationality in
April 2006. (Source: CSO 2006) While it is expectiedt the current economic downturn will
lead to a return to emigration again there is stilldoubt that Ireland has become a much
more diverse country.

Irish workplaces are becoming increasingly divedses to the democratic factors mentioned
above and due to the higher participation of womehe workplace, increasing numbers of
non-Irish national workers and the changing agdilprof the workforce.

Both the Employment Equality Acts 1998 and 2004 tredEqual Status Act, 2000 legislate
for a diverse population.

4.1.1 Employment Equality Acts, 1998 and 2004

The Employment Equality Acts are designed to preneafuality of opportunity in
employment between employed persons by makingidis@tion and harassment in
employment unlawful on the following grounds:

Marital Status

Family Status

Race

Religion

Age

Disability

Sexual Orientation

Gender

Membership of the Traveller Community

The Employment Equality Acts allow positive actiorrelation to certain
groups, i.e. gender, membership of the Travellenroanity, people over the age
of 50 and people with disabilities.

4.1.2 The Equal Status Act 2000

The Equal Status Act 2000aims to promote equatitl/@ohibit discrimination and
harassment and related behaviour in connectiontiviiprovision of goods and services,
property and other opportunities to which the pubknerally or a section of the public has
access, on similar grounds as those containeciiiployment. This Service through its
mission and values embraces the idea that we lagtéfatent but equal. This belief will be
reflected in all our internal processes. There lélla respect for the dignity of each
individual and the emphasis will be on meetingdeeelopmental needs of persons.
Accommodating diversity acknowledges differences ne different needs that employees
have, depending on age, gender, ability, respdibj ethnic background, language and so
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forth. The Service seeks to promote diversity byueimg equal opportunity and no
discrimination through the following policies inntiaular:

Disciplinary Policy

Grievance Policy and Procedure

Recruitment and Selection Policy

Staff Training & Development Policy

Sample Supervision and Support Policy

Performance Appraisals

Health and Safety

The Service will be an Equal Opportunities Emploged has an Equal Status Policy
Bullying and Harassment - including Sexual Harasgme

4.1.3 Recruitment
Recruitment methods, documentation and publicityenna will contain nothing of a
discriminatory nature and will encourage applicasiéerom all potential candidates.

Selection will be on merit and those who are swsfaéshall demonstrate their suitability for
appointment according to agreed selection critehiech will be consistently applied
throughout the recruitment process.

Equality of opportunity will also include accommaidg where possible the special needs of
individuals to facilitate their participation indgthrecruitment and selection process.

All aspects of the recruitment and selection pre¢gs description and person specification;
advertising; application forms/short listing; intEwing; pre-employment medical
assessment) will be based on the principle of asggthe skills, qualities and attributes of
applicants against those which have been deterniinied required for effective performance
of the job without regard to any of the nine grosin@Gee Recruitment Policy)

4.1.4 Training and Development

All employees will be afforded the same opport@sitio access training and career
development opportunities. These opportunities@edly dependent on funding being
available to the Service. People will be chosertrfmining/funding/ study/study leave based
on independent criteria, according to the needbetlevelopment of the Service. No
member of staff will be denied access to trainingtber such professional development
benefit because of any of the nine grounds. (Semifig and Development Policy)

4.1.5 Promotion and/or internal Competition for Poss

All eligible employees will be made aware of promoal opportunities and encouraged to
compete. Conditions governing access to highetipasiwill not discriminate, directly or
indirectly, on any of the nine grounds. Competitionposts will be conducted in a manner
which does not discriminate on any of the nine gdsu (See Training and Development
Policy)

4.1.6 Conditions of Employment

All employees will be offered the same terms of Epment; the same working
conditions; and the same treatment, including tneat in relation to overtime,
disciplinary measures, grievance and so forth.

Induction will be used as an opportunity to discwgh new employees any special
needs that they may have arising from one of the ground and to explore how
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these needs may be accommodated. Where practioadsdesures will be taken to
accommodate special needs arising from an empleykability, race, family status or
any other characteristic covered by the nine greu(iee Conditions of Employment)

4.1.7 Dignity at Work

All employees will be treated with dignity and respand provided with a safe
working environment which is free from all formshafllying and harassment. The
importance of the dignity and respect of all staéfmbers at work will be promoted
throughout the work place. All employees have laligation to prevent and eliminate
harassment.

4.2 Equal Opportunities Employment Policy
This policy has been written with reference to Bmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
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http://www.oireachtas.ie/documents/bills28/acts2B2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?loclD=67&docID=-1

Objective

The Service is committed to promoting a work envinent free from discrimination on
grounds ofgender, marital status, family status, race, religius beliefs, sexual
orientation, disability, age or membership of the Taveller community. In relation to
discrimination on the basis of nationality, nothinghe relevant legislation shall render
unlawful any action taken in accordance with Emeployment Permits Act 2003 (pcihd
theEmployment Permits Act 2006 (pdf)

To comply with the spirit of the relevant legistatiall employment decisions will be based
on merit, qualifications, abilities, skills, knovdge and attitude required to perform the job to
the standards required now and in the future.

The Service will declare its commitment to the HgDpportunities policy when addressing
issues of access to employment, conditions of eynpémt, training or experience for or in
relation to employment, promotion or re-gradingglassification of posts.

It is the responsibility of the Voluntary Managerh@ommittee and all those involved in
managing and staffing the Service to support tljgdE Opportunities Policy and to
communicate it to staff. All members of the Seevace expected to comply with this policy.

Discrimination
This Service through this policy is committed teyenting discrimination in all its forms,
direct, indirect or by association.

Direct discrimination

This form of discrimination is inflicted on a persehen that person is treated less
favourably than another person is, has been ordMoeiltreated, in a comparable situation, on
any of the nine grounds specified due to a faciresumstance which:

Exists

Existed but no longer exists
May exist in the future
Or is imputed to the person concerned.

Indirect Discrimination

This form of discrimination occurs where an emplogets down what might appear to be a
neutral provision but that in practice operatethtodisadvantage of people listed in one of
the nine categories defined by legislation.

Discrimination by Association
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Discrimination is also inflicted on a person whbattperson is, has been or would be, treated
less favourably than another, in a comparable tsitnadue to an association with another
person, on any of the grounds listed in the leg@sta

Recruitment and Selection

The Service is committed to equality of opporturfidyall job applicants and selects those
suitable for employment solely on the basis of meualifications, abilities, skills,
knowledge and attitude required to perform thetfthe standards required now and in the
future.

Job advertisements, job descriptions, job spetifing, application forms, short listing forms
and publicity material will encourage applicatidram all qualified suitable candidates and
will not discriminate on any of the nine groundstubited under the Acts.

Recruitment documentation and publicity materidl indicate that the Service is committed
to a policy of Equality of Opportunity in employnten

Selection

There will be no bias against candidates at ingevwon any of the nine grounds. Interviewers
will not make assumptions about the suitabilityrafividuals for certain types of work based
on any of these grounds.

Interview boards will have a gender balance

The Service will ensure that persons involved ikimgemployment-related decisions are
aware of the legal requirements and their respditgb, the Services policies and the aims
and objectives of the Programme.

Training and Development

Opportunities for promotion, training and develominare governed first and foremost by the
financial welfare of the Service. Where opportwestarise for promotion, training and
development these will be given without regardry af the nine grounds defined in
legislation.

Conditions of Employment
All employees with similar job descriptions, or fmeming similar functions / roles within
this Service will be treated equally with regaschatl aspects of their terms of employment.

Harassment and Bullying

The Service is committed to promoting a work envinent free of harassment (including
sexual harassment) and bullying and within whi¢imambers and users of the Service will
be treated with dignity. Harassment and bullyéag seriously damage working and social
conditions, and it will not be tolerated during teurse of work, or any other activity the
Service engages in. The Service has policies oreptig and dealing with harassment and
bullying andmembers of the Service will familiarise themselwéth these policies.

Data Management

As arrears of remuneration can be claimed for upree years before the date on which a
disputed claim was referred to an Equality Officall pay and benefits documentation will
be kept for a minimum of three years.
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Cases of alleged discrimination have to be lodgedater than six months from the date of

the first alleged breach of the 1998 Act (excepémeha reasonable cause can be shown). As a
consequence the Service will keep on file all peasoecords of potential / past employees

for one year after either the termination of apgtlien for employment, training or promotion.
Personal records include training or work expemer@2V's and/or applications, interview

report forms or any similar documentation will atsofiled properly for one year.

The Voluntary Management Committee is committedaimplying with the terms of the
Data Protection Acts 1988 and 2003 in controllitsgdiata.
http://www.dataprotection.ie/documents/legal/CongpemAct. pdf

Redress

An employee who feels that they have been discateshagainst in terms of access to
employment, conditions of employment, training, kvexperience or promotion may follow
the Service 's Grievance Procedure.

Issues of discrimination can be raised througlcageised Trade Union.

Any person who wishes to raise issues within th@i&e concerning alleged discrimination
may do so by writing to the Chairperson of the \Witduy Management Committee.

The Voluntary Management Committee hereby givesnansitment that any individual who
wishes to raise concerns or make a complaint atiosl to the operation of the policy may do
so without fear of reprisal or victimisation fromembers of the Voluntary Management
Committee.

Advice and information on equality issues is algailable from theequality Authority
http://www.equality.ie/

The Service through this policy commits itself tesering that all issues concerning alleged
breaches of this policy will be dealt with serigugiromptly and with appropriate regard for
confidentiality. Any member of the Service, whdasind to have engaged in any form of
discrimination in contravention of this Equal Opjmities Policy, will be liable for
appropriate disciplinary action.

Documentation
The Service is committed to the use of non-disaratory language in all documents both
internal and external.

This policy was adopted by the Voluntary Managen@mnmittee on:

| agree to abide by the terms of this policy.

Signed:

Date:

4.3 Equal Status Policy

This policy has been written with reference to Bmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
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http://www.oireachtas.ie/documents/bills28/acts2B2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?loclD=67&docID=-1

Equality Legislation was updated in November 2004s legislation is available on the
following webpage and can be downloaded.

http://www.equality.ie/index.asp?doclD=206

One of the main aims of community child care seviis to not just to avoid discriminatory
practices but to actively promote equality, chajkeiscrimination and promote the
participation of people who are subject to discniation in the Service and in society.

There are nine grounds on which discriminationniswful.

Gender
Marital status - which means single, married, sateal; divorced, or widowed.
Family status - this means having responsibilitiiezi as a parent or as a person in
loco-parentis for someone below 18 years of agas@ parent or resident primary
carer for someone 18 years or over with a disghwtio requires a high degree of
support and attention.
4. Age - in general this means people in employmetwéen the ages of 18 and people
in vocational training between the ages of 15 ahd 6
5. Disability - this is defined in the legislation im€luding total or partial absence of
bodily or mental facilities, chronic disease, wiegtmanifest or not, learning and
personality disorders. It includes a conditiomelis or disease which affects a
person's thought processes, perception of realitytions or judgement or which
results in disturbed behaviour and shall be takandlude a disability which exists at
present, or which previously existed but no longasts or which may exist in the
future or which is imputed to a person. Reasonabb®mmodation of people with
disabilities is a legal requirement under bothEngployment Equality Act and the
Equal Status Act, subject to a nominal cost exemnp@lick hereto find out more.
Race - includes race, colour and nationality, etleninational origin.
Sexual Orientation - covers heterosexual, homogexuzsexual orientation.
Religious Belief - includes religious backgroundootiook
Membership of the Traveller community

whN e

© 0N

The Service is committed to promoting a servicewatking in a way that promotes equality
and challenges discrimination and prejudice.

The Service will nominate a staff member to dedhwiguality issues

The Service will endeavour to ensure the necedsaining is made available to the
nominated person to ensure they can undertakegi®nsibility effectively

The Service is committed to the principles of umnsat access and will continue to actively
work towards providing better access to all buidgimnd resources

The Service will have up to date information on &dy legislation
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The Service may participate in promoting equalifypharticipating in events such as Anti-
Racist workplace week

The Service will have plans and procedures if caésscrimination should arise
The Service will undertake regular review of tramneeds and based on this will organise
training to increase awareness of staff and ottoettse promotion of equality

The policy covers all the areas that we work in Hredresources that we use including our
work materials, play materials, library resourdbs, physical environment and future training
and development within the Service.

The Voluntary Management Committee is responsiménfiplementing this policy. It is also
responsible for ensuring that everyone that wankbé Service both as an employee or in a
voluntary capacity understands the Policy and agi@abide by it.

This Policy will be reviewed by the Voluntary Mareagent Committee on a regular (state
interval) basis.

This policy was discussed and arrangements famiidgementation were agreed at a
Voluntary Management Committee meeting on:

| agree to abide by the terms of this policy:

Signed:
Date:
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4.4 Policy on Bullying and Harassment - including &ual Harassment

This policy has been written with reference to Hmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/actsA2B2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?loclD=67&doclD=-1

TheEmployment Equality Act 1998s amended by thigquality Act 2004pdf) places an
obligation on all employers in Ireland to preveatassment in the workplace. The Act
definessexual harassmeand it also describegher types of harassmeAn up to date
Government funded review of bullying in the workg#acan be accessed at:
http://www.entemp.ie/publications/employment/20QBl§ang. pdf

This Service aims to practice equality, fairness jaistice in all matters and acknowledges
the right of all our employees to be treated wibpect.

We are committed to providing a work environmesgeffrom harassment or bullying of any
kind.

We respect the individual dignity of everyone inxaad in our work whether they are children
parents, employees or volunteers.

Active steps will be taken to prevent bullying iretwork place and such steps will be noted
in the health and safety statement in line witedions given in the Safety, Health and
Welfare at Work Act 2005
http://www.oireachtas.ie/documents/bills28/acts/2@al005.pdf

and theCode of Practice for Employers and Employees oriPtiegention and Resolution of
Bullying at Work http://publications.hsa.ie/index.asp?lociD=12&docIB-222.

Every employee/member of the Voluntary Managemamh@ittee has an obligation to be
aware of the affects of their behaviour. The meiliitural beliefs and practices of all of our
colleagues should be considered in relation tocode of conduct, remarks, dress code,
communications, posters, e-mails, computer or athiezen displays and anything which may
cause offence to a person’s gender, race, matdtalss religion, family status, age, sexual
orientation, disability or membership of the Trd@ecommunity.

Staff will be engaged in devising anti-bullying aswti—harassment policies and procedures
that will form part of the health and safety stagetnof the Service.

This policy was discussed and ratified by the Vtdompn Management Committee on:
| agree to abide by the terms of this policy:

Signed:

Date:
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4.5 Disciplinary Policy

This policy has been written with reference to Hmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/actsAB2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?loclD=67&doclD=-1

The Service is responsible for the promotion ofststent and agreed codes of conduct and
standards of behaviour within the Service. Theofeihg Disciplinary Procedure sets out the
action to be taken by the Service with an emplaylee may be behaving in an inappropriate
manner within the work place. The procedure aimsalance justice for the individual with
the need for discipline within the Service. Ithe fpolicy of the Service that Disciplinary
Procedures shall be fair and uniform throughout.

The purpose of the procedure is to make clearala¢ionship between people empowered by
the Service to take Disciplinary Action and empleyevho are the subject of Disciplinary
Action so that all concerned understand their ggrtd obligations.

This procedure has been written in the light ofréguirements of the Unfair Dismissals Act
(1977) and the 1993 Amendment. The procedure apdiall employees, whether full or
part-time, except for employees who are in theab@tionary Period to whom the

Disciplinary Procedure for Probationary Employeeslisapply.

The Disciplinary Procedure is designed to assigteaimployee whose conduct is in question,
and its initiation shall be seen as giving an opputy to improve rather than as a first step in
the process of sanctioning a dismissal.

It is the responsibility of the Service to clarthe role and responsibilities of an employee
within the agreed Job Description and within thategt of supervision and support.

It is the responsibility of the Service:
To resolve matters with potential disciplinary imeptions at the informal level, if
possible

To ensure that employees at all stages in the lisary Procedure are given a fair
hearing

To find out, if possible, any underlying reasonsdisciplinary problems.

The Service considers that members of the Servideemployees who have responsibility
for implementing Disciplinary Procedures shall havlorough knowledge of them and
know how to conduct Disciplinary Interviews and tiegs. The Service shall ensure that
appropriate training for this important respongipiis available.

Employees’ personal problems may, where appropfigtéaken into account.

It is not possible to list in writing every pos®ldct or omission that shall constitute
misconduct. In any event, every employee is reguinebehave in a manner that shall not
endanger or inconvenience other employees or wésitobring discredit to the Service.

Examples of misconduct that could lead to formaldilinary Action (if not resolved
through informal proceedings) are as follows:

Consistently poor time keeping;

Galway City and County Child Care Committee — ComityuStaff Handbook - December 2008.



Negligence in the performance of duties;

Violent or threatening behaviour;

Breach of confidence not amounting to Gross Miscatid

Being absent without reasonable permission or redde excuse,;
Reporting for work under the influence of alcohokontrolled substances;
Deliberate breach of safety rules;

Deliberate falsification of information relevanttteze Service;

Deliberately withholding information that obstrutite work of the Service;
Deliberately bringing the Service into disrepute;

Consistent non-cooperation with other employeegaandluntary Management
Committee

Repeated breach of the Service’s policies;
Bearing false witness.

Disciplinary Action is the responsibility of the Wmtary Management Committee. This will
be undertaken through the Staff Liaison Sub-conemitinder guidance from an appropriate
advisor.

The Voluntary Management Committee delegates ptovire Sub-committee to make
disciplinary decisions up to but not including tamation of employment. The Staff Liaison
must make recommendations in this regard to thentaty Management Committee who
will make a final decision.

Employees may, at all stages in this proceduredvesed or accompanied by a
representative of their choice or by a Trade Umepresentative.

If an employee is a member of a Trade Union, thei&e will notify the shop steward, if
appropriate, of all meetings at the same time angployee is informed, unless an employee
requests otherwise.

The Service will keep a written record of each nmeggtwhich will include details of an
employee’s case, the response of the Service anolicome of the meeting. An employee
will be asked to agree and sign the record of teetmg after consultation with his/her
representative. Copies of the record will be giteeveryone who attended the meeting as
soon as possible.

Time limits may be changed at every stage by muoiasent.

At all stages, Disciplinary Proceedings will be qoeted as quickly as is compatible with
the need to ensure that justice is done and sdam done.

The Service will ensure that a proper investigatbthe facts is carried out. This may
involve interviewing all of the parties concerned.

Any disciplinary action will be appropriate to tmsubordination, incompetence,
inefficiency or misconduct established.

Any mitigating circumstances and the previous réadrservice of an employee
concerned will be taken into account.

Disciplinary action will be treated confidentiabhg far as is possible.

Transfer or suspension of an employee may be viesddrms of discipline in this
context.
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All employees have a right to Appeal any decislarsuch an event, the Appeals Panel shall
consist of three members, two representativeseo¥/tiiuntary Management Committee of
the Service and a Legal Advisor. The Appeals Pailehot include those who are members
of the Staff Liaison Sub-group who made the denisi@at is the subject of the Appeal.

Disciplinary Procedure

Where an employee’s conduct, attendance or perfrenaarrants disciplinary action, the
following disciplinary procedures shall apply, egten the cases of gross misconduct where
immediate suspension (with full pay) pending inigegton may take place. There may be
occasions when, depending on the seriousness afito®nduct, it will be appropriate to
enter the procedure at a later stage, for exarSpdgie 3 (Written Warning) or Stage 4 (Final
Written Warning).

Stage 1 - First Verbal Warning

The Staff Liaison Sub-committee will conduct a ¢hsioary interview and may decide to
issue a formal verbal warning. In this case, tlaf&iaison Sub-committee will agree with
an employee and/or his or her (Trade Union) remitasige:

What action or improvement is to be taken to préWanher disciplinary action;
The time limit by which action shall be taken ompimvement made;
A plan for assistance and review will be agreed.

Stage 2 - Second Verbal Warning

If the Staff Liaison Sub-committee considers after review that the progress is
unsatisfactory then it will conduct a disciplinangeting and may issue a second formal
verbal warning. Details of how an employee’s pregrieas not been satisfactory will be
clearly outlined. In this case, the Staff LiaisarbSommittee will agree with an employee
and/or his or her (Trade Union) representative:

What action or improvement is to be taken to préWanher disciplinary action
The time limit by which action shall be taken ompimvement made
A plan for assistance and review will be agreed.

Stage 3 - Written Warning

If the Staff Liaison Sub-committee considers after Stage 2 review that progress is
unsatisfactory, then it may decide to issue a @mittarning. This will be done no later than
twenty working days after a review. This first e warning will set out:

The precise nature of the problem,;

The improvement required and by when;

A plan for assistance;

The likely consequences if there is a subsequektddimprovement.

If the Staff Liaison Sub-committee is of the opimithat after a Stage 3 review that progress
is still unsatisfactory, then a hearing will bedhak soon as possible (not later than twenty
working days after the review). The Staff LiaisambSommittee may decide to issue a
second and final written warning. The final writtearning will state that any subsequent
lack of progress or recurrence of the offence redlult in dismissal.
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Stage 4 — Dismissal

If progress is still unsatisfactory, the Staff lsan Sub-committee, after a hearing and a
meeting of the Voluntary Management Committee megide to dismiss an employee.
Dismissal will be confirmed in writing and will beithin the terms of the Minimum Notice
and Terms of Employment Act (1973). This letterl wihte the grounds for the action taken.

Gross Misconduct

The Service reserves the right to suspend an em@]avith full pay, pending investigation in
cases of Gross Misconduct.
Some examples of what may be regarded as Groseiigct are:

Placing a child in danger or endangeringilmlcivhether by act or omission

Malicious mischief resulting in danger to other éoypes or other persons or danger to
or destruction of the Organisation’s property ouipqent;

Disclosing, without consent, any information ob&drby him/her while employed by the
Service. This condition shall not apply to commatiiens necessarily made by him/her in
the course of the work;

In the course of employment, inflicting bodily imyuon another person;
Serious breaches of the Service’s Equal OpporamRiolicy;
Serious breaches of the Service’s Health and SRifeligy;
Failing to account for money or other property reed on behalf of the Service;
Stealing from the Service;
Repeated acts of insubordination;
Repeated acts of misconduct as outlined above.
In such cases the Service will suspend an employeeerned, with full pay, while an

investigation of the incident takes place. Suchspsension will last as short a time as
possible but no longer than ten working days.

The complaint against an employee and his or gatgiunder this procedure will be
explained, including the right to be accompaniedbgpresentative of a Trade Union or a
person of his or her choice. An employee will be that if the complaint is upheld it could
lead to his or her dismissal.

Before a decision is reached an employee will berwewed by the Staff Liaison Sub-
committee and given the opportunity to state histlase.

An employee dismissed for gross misconduct hasighé of appeal. The appeal shall be
made to the Appeal Panel within seven working ddyke decision by notifying the Appeals
Panel in a letter sent by recorded delivery.

The Appeals Panel will hear the appeal as soowsslge but not later than fifteen working
days from the receipt of notification from an emyge.

All of the above shall not interfere with a persostatutory rights.

Conduct of Disciplinary Interviews/Hearings
At all stages of the Disciplinary Procedure:
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1. A representative of the Staff Liaison Sub-conteeitwill state the complaint(s) made
against the employee, will state the investigati@t has been carried out, referring
where necessary to appropriate documentation, @ydcall witnesses at any stage as
part of his/her presentation of the complaint.

Witnesses will be called in turn, and for each eg® the procedure will be:
A representative of the Staff Liaison Sub-groud gilestion the witness;
The employee or representative can question threesst

The employee or representative can question thregeptative of the Staff Liaison
Sub-group at the conclusion of his/her presentation

2. The employee or representative will presenetneloyee’s case, referring where
necessary to appropriate documentation, and mawitaésses at any stage as part of
his/her presentation of the case.

Witnesses will be called in turn, and for each eg® the procedure will be:

The employee or representative will question thimegs;
A representative of the Staff Liaison Sub-group gaestion the witness.

A representative of the Staff Liaison Sub-group gaestion the employee or his/her
representative at the conclusion of the employease.

Both parties, in turn, will sum up their respectoases without introducing new
evidence.

The representatives of the Staff Liaison Sub-cotemiwvill withdraw to consider the
case. The decision that the Service arrives atbgiltonveyed verbally to the
employee at the end of the hearing and will be icofd in writing afterwards.

Appeals Procedure

All employees have a right to appeal any decisfamemployee will be informed of his or
her right to appeal, and how to exercise that dppeall stages of the disciplinary procedure.

An Appeals Panel will hear all appeals.

In such an event, the Appeals Panel will consishife members.e. two representatives of
the Voluntary Management Committee of the ServikalLegal Advisor or Human
Resource professional. The Appeals Panel will ndude those who are members of the
Staff Liaison Sub-committee who made the decidha is the subject of the appeal.

A representative of his/her choice at any appeatihg may accompany an employee.

An appeal can be made within seven working daybetliecision by notifying the Appeals
Panel in writing in a letter sent by recorded méiile appeal will be heard as soon as possible
but not later than twenty working days from theeipt of notification from an employee.

The appeals process provides an opportunity foApipeals Panel to consider any new
evidence not previously presented and to consfdkeidecision of the disciplinary hearing
was reasonable in the circumstances.
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Conduct of Appeals Hearings
An appeals hearing will be conducted as follows:

1. The employee or his/her representative will iléta employee’s case in the presence
of the Staff Liaison Sub-committee and the App@alsel, outlining the grounds for
the appeal and the reasons why s/he feels thenakigecision was incorrect,
referring, where necessary, to appropriate docuatient and may call witnesses at
any stage as part of his/her presentation of the.ca

Witnesses will be called in turn, and for each e@® the procedure will be:

The employee or representative will question thimegs;
A representative of the Staff Liaison Sub-grougd ailestion the witness;
A representative of the Appeals Panel will questi@witness.

A representative of the Appeals Panel will questi@employee or his/her
representative.

2. A representative of the Staff Liaison Sub-coneeitwill put the case for disciplinary
action in the presence of the employee and hisépgesentative, and the Appeals
Panel. Where necessary references will be madepimpriate documentation.
Witnesses may be called at any stage as part/biehigresentation of the case.

Witnesses will be called in turn, and for each egsthe procedure will be:
A representative of the Staff Liaison Sub-commitiéiéquestion the witness;
The employee or representative will question thmegs;

A representative of the Appeals Panel will questi@witness.

A representative of the Appeals Panel may ask éugnestions of either party for
clarification purposes.

Both parties will sum up their respective casestaed, together with all of the
witnesses, withdraw.

The Appeals Panel will consider the case in privake decision of the Appeals
Panel will be conveyed verbally to the employeaisther representative at the end of
the hearing and will be notified in writing afterwds.

Disciplinary Procedure for Probationary Employees

The Disciplinary Procedure, as outlined earlieesinot apply to employees within their
Probationary Period. Such employees will be suligetite procedure set out below:

Where the Staff Liaison Sub-committee considersdh@obationary employee is incapable
of performing, or has failed to perform the duteésis or her post to the required standard,
the matter will be dealt with through the systeniPodbationary Assessment (see Probation).

In cases of misconduct, a probationary employekenetlbe dismissed, without having
received, on a previous occasion; one recordedimguoutlining the consequences of further
misconduct.
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Disciplinary hearings will not take place until takeged misconduct has been investigated
and the probationary employee informed, in writiofthe case against him or her and given
the opportunity to state his or her case.

Throughout the process, an employee will haveititg to be accompanied by a Trade Union
representative or person of his or her choice.

An employee and (Trade Union) representative valabowed a reasonable time in order to
prepare an employee’s case.

The date and time of (any) disciplinary hearing{gl) be agreed between all of the relevant
parties. This date will be within 20 working daysrh the first date proposed by the Staff
Liaison Sub-committee.

A disciplinary hearing will be conducted in accanda with the procedure set out above.

If the staff liaison sub-committee are of the opimthat a person on probation should be
dismissed they will make a recommendation to theiMary Management Committee who
will make a final decision

A probationary employee who is dissatisfied wittisciplinary decision taken against him or
her, including one of dismissal, has the rightgbeal against the decision.

An appeal shall be made within seven working ddyk@decision by notifying the Appeals
Panel in writing in a letter sent by recorded méiie appeal will be heard as soon as possible
but not later than ten working days from the recefmotification from an employee.

The date(s) and time(s) of any appeal hearing($p@iagreed between the relevant parties.

An appeal hearing will be conducted in accordanitk the procedure set out above.

The appeals process provides the opportunity ®Ajbpeals Panel to consider any new
evidence not previously presented and to consfdkeidecision of the disciplinary hearing
was reasonable in the circumstances.

The decision of the Appeals Panel will be final.

Transfer or suspension of an employee may be viesddrms of discipline in this context.
This policy was discussed and ratified by the Vidmy Management Committee on:

| agree to abide by the terms of this policy:

Signed:

Date:
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4.6  Grievance Policy and Procedure

This policy has been written with reference to Hmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/actsAB2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?loclD=67&doclD=-1

Policy

Employees of the Service shall have the right fwess any grievance relating to their
employment. The purpose of the following grievapoecedure is to provide a formal
method for an individual employee to take up a campor concern with the Service.

The grievance procedure shall be followed if an leyge feels that s/he has a grievance
against the operation or decisions of the Servianother employee, which affects his/her
ability to perform his/her job satisfactorily.

The aim of the grievance procedure is to enabteafadl quick resolution of any problem or
grievance an employee may have relating to highgrloyment. The Service shall
endeavour to ensure that all grievances are déhltwithout undue delay and at the earliest
possible stage of the procedure.

Employees are expected to make efforts to resalegances firstly with the person(s)
concerned. The grievance procedure shall be used titese efforts are ineffective.

Procedure

Employees may, at all stages of this proceduredvesed or accompanied by an employee’s
colleague, employee’s representatives, or a Traderlrepresentative, or may elect to have
this person or these persons present the complaititeir behalf.

If an employee is a Trade Union member, the Sestedl notify the shop steward of all
meetings at the same time as an employee is inthromess the Service is specifically
asked not to do so.

The Service shall keep a written record of eachtimgewhich shall include details an
employee’s case, the response of the Service anoluticome of the meeting. An employee
shall be asked to agree and sign the record ahteting, after consultation with his/her
representative. Copies of the record shall be giweveryone who attended the meeting.

At the end of every stage of the procedure an eyeplshall be advised by the Service of the
next stage. Time limits may be changed at eveyesty mutual consent. The date and time
of grievance hearing(s) will be agreed betweewfalhe relevant parties.

An employee and (Trade Union) representative valabowed adequate time to prepare an
employee’s case.

Every effort will be made to resolve the grievaateach stage. The proceedings will remain
confidential to an employee, her representativethadervice.

No action to change an employee’s Terms and Camditof Employment will be taken while
s/he is following the grievance procedure.
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Copies of correspondence and written records ngjati the grievance will be kept in an
employee’s Personnel File. This information shelldestroyed after 6 months unless the
Service has an important reason not to do so.

Stage |

Firstly, the complainant shall raise the matteaarnndividual level with the person involved
or responsible for causing the grievance. If ria$ possible to resolve the issue on a one-to-
one basis the complainant shall go to his/her imategupervisor. They shall investigate the
grievance and shall do their best to resolve thiégamas soon as possible and, in any event,
within ten working days.

Stage 2

If an employee’s grievance is with his/her supamwisr the immediate supervisor has not
satisfactorily resolved the grievance, the grieeacan be raised with the Staff Liaison Sub-
committee. They will investigate the grievance anidlendeavour to resolve the matter as
soon as possible and, in any event, within ten iagridays.

Stage 3

If the matter is not resolved, the complaint camia&le in writing to the Staff Liaison Sub-
committee. Following this, an attempt will be madeesolve it within fifteen working days.

Stage 4

If still unresolved, all parties have the rightatsk for the assistance of an agreed outside
arbitrator. The Staff Liaison Sub-committee wiltaarge for a meeting of all parties with the
arbitrator within 28 days of their agreement toénan arbitrator. The decision of the
arbitrator will be final.

Grievance and Disciplinary Procedure
This procedure is to be followed if an employeddeabe/he has a grievance that affects
her/his ability to perform her/his job satisfackpri
1. The complainant will raise the matter with hes/lmmediate supervisor who will do
her/his best to resolve the matter as soon aslppesaind in any event, within 10
working days.
2. If no solution can be found the complainant mpaithe grievance to the Voluntary
Management Committee.
3. If still unsatisfied, you may appeal to an agréebitrator for a recommendation.

The Voluntary Management Committee may appointraqrgs), not necessarily consisting
of Voluntary Management Committee members to ingatt and make recommendations to
the Committee in respect of grievances of the epgd®r members of the Voluntary
Management Committee itself. In all cases of gmeeathe employee may have a
representative or a friend present.

This policy was discussed and ratified by the Vidmy Management Committee on:
| agree to abide by the terms of this policy:

Signed:

Date:
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4.7 Information on Dismissal(Source: Combhairle)

You are entitled to notice if you are dismissedrfrgour job. If you are dismissed from your
employment, you may, under certain conditions,darclaim for unfair dismissal against
your employer. The unfair dismissals legislationrgland does not actually protect you from
dismissal; rather it provides a system of appearety you can question the fairness of your
dismissal after it has occurred. In general, alplryees are covered by the legislation but
each employee must meet certain conditions. Noymati employee must have been in the
same employment for at least a year in order taoghei claim for unfair dismissal.

However, there are important exceptions to thisegarmrule. If you have less than 12 months’
continuous service, you may bring a claim for unf@smissal if you are dismissed for:

Trade union membership or activity

Pregnancy, giving birth or breastfeeding or anytematconnected with pregnancy or birth
Avaliling of rights granted by the Maternity Proiect Acts 1994 and 2004, the Adoptive
Leave Acts 1995 and 2005, the National Minimum Wage2000, the Parental Leave Act
1998 and 2006 and the Carer’s Leave Act 2001

What period of notice am | entitled to?

You are entitled to a statutory minimum period ofice under the Minimum Notice and
Terms of Employment Act 1973 if you are dismissexnirf your job. The legislation covers
employees who have worked for their employers foeast 13 weeks. This is the legal
minimum; your contract of employment may contaiavyisions for a longer period of notice.
The minimum notice provided for is:

13 weeks to 2 years 1 week

2 years to 5 years 2 weeks
5 years to 10 years 4 weeks
10 years to 15 years 6 weeks
15 years or more 8 weeks

Do | have to work out my Notice?

You may be required to work the notice period boffered, you may accept payment
instead of notice. If you accept a payment inst#faubtice, your employment is considered
to have ended on the date on which the noticayérg would have expired.

Can | be dismissed without notice?

Your employer may dismiss you without notice foogg misconduct although you may
contest that there was gross misconduct. Whileligigpn does not define gross misconduct,
possible examples might include assault, drunkenrsésaling, bullying, harassment, or
serious breach of the employer’s policies or pcasti Your contract of employment may
contain further information on gross misconduct.

Do | have to give notice if I'm leaving?

Yes. The Minimum Notice and Terms of Employment A873 requires an employee to give
an employer a minimum of one week’s notice of lagviHowever, your contract of
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employment may require you to give more noticghise circumstances, the period set
down in your contract is the amount of notice yaustrgive. Either the employer or the
employee may waive their right to notice.

If my employment is ending, am | entitled to holidg pay for annual leave

not taken?

If your employment is ending, you are entitledeoeaive a payment to cover annual leave
entitlement earned but not taken. The payment shegiial the amount that would have been
paid had the annual leave been taken. Note that@woflemployment is the only situation
where it is legal to pay an employee instead oihgivannual leave. If your employment stops
during the week ending on the day before a puldichy and you have worked for your
employer for the previous four weeks, you shoutgtinee an additional day’s pay for the
public holiday. This also applies to part-time eayges who have established a right to the
public holiday by working at least 40 hours in firevious five weeks.

Do | have any rights if | resign due to conditionsat work?

Yes. If you leave your job without being dismissgoly may still have a claim for unfair
dismissal. This is known as constructive dismissa arises where you consider that you
have no alternative but to leave because the gonditn work are being made so unbearable
for you. If an employer dismisses an employeeptigs is on the employer to prove that the
dismissal was fair. In a constructive dismissaineldhowever, the onus of proof is on the
employee. In order to establish constructive disaljsan employee must only leave as a last
resort having used all available means to try rasdlve the problem. This is a complex area
of law and an employee should seek detailed adabare leaving the job.

Am | entitled to be given the reasons for my dismgal?

Yes. Under the legislation, you may ask your emg@idgr a written statement of the reasons
for the dismissal. Your employer should provides thiatement within 14 days of the request.
There is, however, no penalty placed on an employer fails to respond to such a request.

Do | have to prove that the dismissal was unfair?

No. Apart from a case involving constructive dissais a dismissal is presumed to be unfair
unless your employer can show substantial groumglsstify it. An employer must be able to
show that the reason for the dismissal was conderith the employee’s capability,
competence, qualifications, conduct, redundanchased on other substantial grounds. In
addition, an employer may justify a dismissal bgwimg that continuation of the mployment
would be in breach of another law.

How might an employer prove that the dismissal wafair?
An employer could give the following reasons fosrdissal:

Capability — This includes factors such as lateness, absentemid persistent illness, either
short term or long term. An employer faced with pneblem of an employee with persistent
illness can dismiss the employee but must be abdstablish clear justification for such
action. This will involve the employer being abteshow that there is a pattern of absence,
that this gives rise to a problem, that the sitwrais unlikely to get better and that the
employee has been warned of the likelihood of disali This may also involve the employer
obtaining a second opinion on the employee’s médmadition. However, it is important to
note that if an employee’s illness might be congde disability under employment equality
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legislation, the employee’s rights under that gattr legislation would also have to be taken
into consideration

Competence- This involves the employee’s ability to do thb.jodhe employer needs to be
able to show that the employee was aware of tmelatds expected and that any
shortcomings had been brought to the employeesitain, giving the employee an
opportunity to improve

Quialifications — This could involve a situation where the emplogesleads the employer
about qualifications that were required when apyyfor the job. Alternatively, it could
involve the employee’s failure to obtain qualificats required by the employer having been
given a reasonable opportunity to do so

Conduct - This involves a wide area of behaviour in thegold misconduct by the
employee. Gross misconduct may justify dismiss#hewit notice

Redundancy— Employers can defend themselves against claimsfair dismissal if they
can show that the reason for the dismissal wadundancy situation (see below)

Contravening the law— An employer may dismiss an employee whose coedinu
employment would not comply with the law. For exdmt may be justifiable to dismiss a
driver who has lost their driving licence on thewnds that their continued employment as a
driver would be in breach of the law. However, Wwiggtsuch a dismissal would be justified
or not would depend on the particular circumstarddéke case

Other =ubstantial grounds— This category is designed to include any situatioot already
covered, but it is up to the employer to estalinslt there were other substantial grounds and
that they justified the dismissal Certain reasamglfsmissal are automatically considered to
be unfair.

These include:

Trade union membership, or proposed membershipgradd union activity

The employee’s religious or political opinions

Avaliling of rights under legislation, such as maisr protection, parental or health and
safety leave

Any dismissal connected with the employee’s raerual orientation, age or pregnancy —
even if the employer has given an alternative nedsothe dismissal.

What happens if my dismissal is discriminatory?

Employment equality legislation prohibits dismiskaked on any of the nine grounds for
discrimination covered by that legislation. Thisynpsesent an alternative route to taking a
claim for unfair dismissal legislation. For exampfeyou have less than a year’s service, it
may not be possible to take action under unfamdisal legislation but it could be possible
under equality legislation.

If dismissal is being considered, does my employgave to listen to my side?

Yes. Your employer is expected to have disciplimagcedures in place and to follow them.
Disciplinary procedures set out the stages andgssothe employer will follow in relation to

alleged shortcomings of an employee. Generallyptbeedure allows for informal warnings
leading to written warnings and, ultimately, tordissal. The absence of such procedures
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may lead to a finding that the dismissal was unfaiaddition, fair procedures must be
followed, so, for example, you must be made fullsaee of the allegations against you and
given an opportunity to present your side. You nalsb be given the opportunity to be
represented in any disciplinary procedures, fongda by your trade union.

If my dismissal is unfair, can | get my job back?

If it is decided that your dismissal was unfairuyoay be awarded compensation (up to two
years’ salary) — this is the most usual outcoméeerAhtively, you could be given your job
back either from the date of the dismissal (retest@nt) or from a specified date after the
dismissal (re-engagement). Re-engagement is norie@tisidered where it is decided that
the dismissal, though unfair, was partly your faGlbmpensation may also be reduced where
you were partly to blame for the dismissal.

Am | entitled to any unemployment payment after logng my job?

If you have enough social insurance contributioms may be entitled to Jobseeker’s Benefit.
If you do not have enough PRSI contributions youy impzalify for Jobseeker’s Allowance
which is a means-tested benefit. You may also idezhto a tax refund if you have been out
of work for some time. When you leave your job yearployer should give you your P45
which is a record of your tax and PRSI paid.

Enforcing your rights

Disputes concerning minimum notice may be refetoeitie Employment Appeals Tribunal.
Disputes in relation to pay for untaken holidays/rha referred to a Rights Commissioner or
to the Employment Appeals Tribunal if the emplogedaim is connected with a claim under
another employment matter such as dismissal, natraedundancy. Claims for unfair
dismissal may be brought to a Rights Commissidneoth the employer and employee agree
to this. If either or both parties object to a RggGommissioner hearing, the claim can be
referred instead to the Employment Appeals TribuAallaim for unfair dismissal should
normally be made within six months of the dateisfrdssal. The time limit may be extended
to 12 months, but only where exceptional circumstarprevented the making of the claim
within the normal six-month period.
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4.8 Recruitment and Selection Policy

This policy has been written with reference to Bmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/actsABR2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?lociD=67&doclD=-1

The recruitment process is governed by legislafidte employer must demonstrate equality
of opportunity, non-discrimination and fair procéssall employees and potential employees
during recruitment and selection activities.

The Service shall make itself aware of all legistatffecting employment and shall
discharge all its legal requirements in respedisoémployees.

Background Information
The employer must comply with:

The Employment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.html

The Equality Act 2004
http://www.oireachtas.ie/documents/bills28/acts/R@2404.pdf

Data Protection Act 1988
http://www.acts.ie/zza25y1988.1.html

Data Protection (Amendment) Act 2003
http://www.irlgov.ie/bills28/acts/2003/a603.pdf

The Voluntary Management Committee may delegaté withe Staff Liaison sub-
committee. However, ultimate responsibility for ensg the Service complies with
legislation and good practice in the area of emmplent rests with the Voluntary
Management Committee.

The Law in Relation to Information

Procedures

The entire process of recruitment and selectioraoflidates mayl be carried out by a panel
consisting of at least three individuals. The s@®aple will be involved in the process from
beginning to end.

There will be a gender balance on interview panels.

Interviewers should be willing to participate iaitring to prepare them for recruitment and
selection.
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Role of Recruitment Administrator

An administrator for the recruitment procedure Wil appointed. This person will not be
involved in short listing or interviewing. This @&n must maintain confidentiality by not
disclosing any of the details of applicants. Thesson will be the contact person for people
who have enquiries about positions on offer. Tleispn will take the names and addresses of
people who want application packs. He/she will seuidthe application pack (contents listed
below) and receive them in return.

There will be two sections to the application foira, A1 and A2. Application form Al
outlines the personal details of the applicant. l&ppion form A2 outlines the educational
and professional details. Persons applying fopthet will be sent both parts of the
application form, the Person Specification andXble Description.

Advertising

Relevant logos should be used on advertisemenésadvertisement will state that the
employer is an Equal Opportunities employer. Tdhie the Voluntary Management
Committee must have ratified this policy.

Short listing

When all applications are returned the Recruitmaministrator will pass Application Form
A2 to the short-listing panel for them to read. pipation Form Al will be passed to the
short-listing panel in sealed envelopes.

A short-listing form will be agreed, containing stbisting criteria, both essential and
desirable. The short-listing criteria will checlattihe information on application form A2
meets the requirements of the job description amdgm specification.

Forms Al and A2 are kept separate in order thapéngon be judged solely on academic,
educational and work experiences and qualificati@my after short listing is complete will
the short-listing panel open Application Form Ahtaning the candidates name, address, or
other personal details.

The applications of current employees shall beedean an equal basis with external
applications.

Interviewing

Individuals shall be selected for employment onlihsis of being the most suitable candidate
when measured against the criteria set out indbelgscription and the person specification.
During the interview questions asked will only telto the requirements of the job.
Applicants will be assessed at the end of the\idar on how they meet the criteria of the

job description and person specification.

The interviewers will complete Evaluation Forms éarch candidate.

Choosing a Candidate/s

The Recruitment and Selection Panel will make aralecommendation or set of
recommendations that will be presented for ratifccato the Voluntary Management
Committee as soon as possible after the interviewgss.

Each offer of employment can be made subject toemstul reference checks, proof of
identification. The candidate’s permission mustdmeived prior to conducting reference
checks.
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Two references checks will be made prior to appoéntt, one from the present or most
recent employer. These are to establish if thea@yspattern of behaviour that could have a
negative impact on the employee’s performance &alta confirm the candidate’s
suitability for the role based on previous emplopi@erformance.

Data Management

The Service will contact each person interviewedeothe post has been offered to and
accepted, in writing, by the successful applicapiplicants that have not scored sufficient at
interview to be considered for the post can berméxd earlier.

In accordance with the requirements of law empleyeust keep recruitment records
including screening criteria notes, interview no@sluation forms etc., for a period of one
year. The Data Protection Acts, 1988-2003 alswiges candidates with the right to request
access to personal data that is held on them astlmigiven this information within forty
days of written request.

Candidates are legally entitled to information loa $hort-listing process and on the
interview process. Candidates are only entitleidflarmation as it relates to them
specifically; a candidate is not entitled to inf@ton on any other candidate or information
that might disclose information about another cdatt.

Candidates are entitled to copies of written ntitas concern their short-listing and interview
and an explanation of the processes involved amthihking behind the information noted.
All written material, including the notes you keafinterview to help you mark the
candidates may be made available to the candilatddsthe candidate request it.

Any candidate who feels that s/he has been unl&ndigcriminated against has a right of
complaint, which can be exercised by writing to 8evice . If the Service does not uphold
the complaint, the complainant still retains tlghtito have the complaint investigated by the
appropriate mechanisms of the State.

Any information regarding recruitment, however o, is confidential to the Voluntary
Management Committee

This policy was discussed and ratified by the Vtdmpn Management Committee
Signed:

Date:
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4.9 Staff Training & Development Policy

This document has been written with reference te Employment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/acts2BR404.pdfthat govern that the offering
of training and development opportunities must b equal opportunities basis free from
discrimination on the nine grounds outlined in ldgislation namely, gender, marital status,
family, sexual orientation, religious beliefs, adesability, race and membership of the
Traveller community. Records of the granting obigses to training and development must
be kept on file, outlining the process of allocatad resources and on what basis decisions
were made.

All training and development is subject to the fundhg available to the Service

The criteria on which training and development Wwél considered include:

Training and development will be considered if it$ beneficial to staff in helping them
carry out their current role with greater efficiency within the Service. The training need
will be assessed by:

1. The requirements of the individual’'s role or chagerole

2. The individual's performance when measured agdimestequirements or changing
requirements of their role

3. To develops the individual’s ability to take on &@abohal duties within the Service -
duties which may not be formally included in hiset role

4. To broaden the knowledge and skills of the indigida relation to their current role

Time off in lieu for attendance at such events, stly leave and reimbursement of travel
and subsistence costs for training and developmentust be negotiated with the
Voluntary Management Committee. Staff Liaison may nake recommendations to the
Committee but it is the Committee that will ultimately make the decision.

Participation in third level accredited courses toDegree, Master and Doctorate level
will entitle the individual to ............. days pid study leave in any one year.

In relation to all training and development thddwaling conditions will apply:

A written agreement will be drafted between thewhry Management Committee
and the person doing training outlining the comdisi under which resources are
allocated. This agreement may contain some off &tleofollowing:

When a course, which is undertaken with financsaistance from the organisation, is
abandoned by an employee before its completiord-tta Service considers his / her
reasons for non-completion inadequate — the Seretegns the right to require that
part of all grants paid be reimbursed.

Where the Service provides financial assistance andime off in lieu the employee
may be required to give periodic reports of theagoess and / or a critique of the
particular course.

Where the Service provides financial assistancedarse materials / resources, the
Service retains ownership of the materials on cetig of the course.
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Staff members are only eligible for support fordeterm training when they
completed the appropriate probationary period.

Fees will be paid directly to course providers loeraatively reimbursed on
production of an invoice.

Transport or accommodation costs will not be meegxkin special circumstances.

This policy is subject to change, available resesiwithin the Service and will be
reviewed on a regular basis.

The use of the Service’s resources (photocopietenads etc.) will be by prior
agreement

This policy was discussed and ratified by the Vidoy Management Committee
Signed:

Date:

| agree to be bound by the terms of this policy.

Signed:

Date:
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4.10 Sample Supervision and Support Policy

This policy has been written with reference to Bmeployment Equality Act 1998
http://www.irishstatutebook.ie/ZZA21Y1998.htrahd The Equality Act 2004:
http://www.oireachtas.ie/documents/bills28/actsABR2404.pdfOther relevant information
in regard to equality issues is available on
http://www.equality.ie/index.asp?lociD=67&doclD=-1

Sample Supervision and Support Policy
The role of supervision within our Service is to:

Monitor, evaluate and approve the employee’s peréorce, plan together for future
action and work to address particular issues @saoé difficulty

Give specific feedback to employees - giving Mamagel or management an
opportunity to provide staff with positive feedbamk their work and / or deal with any
negative issues in a constructive and effective way

Facilitate communication and mutual understandetgvben the Voluntary Management
Committee and staff

Discuss difficulties and sources of conflict, suggbe employee(s) to address them in a
constructive manner and explore alternative waydeafing with recurring problems

Help the employee manage the workload and avoédseind burn out in the workplace
Identify training and development needs within dhganisation
Plan and set realistic targets / goals for ther&utind prioritise the work

Guidelines for developing Support and Supervisiontauctures within a Service:
Internal Support and Supervision
In a small organisation:

The management committee delegates the role of\aa and support to the Staff
Liaison sub-group and members of this group dewige will supervise and support
employees.

It is general policy of most organisations that twembers of the staff liaison group
should be appointed to each employee.

Formal meetings will be held regularly betweentthe staff liaison people and the
relevant employee - to ensure that all employege hacess to their employer.

The Service Manager is responsible for the dayatpfdanagement of staff members

In a larger organisation:

Every employee has formal access to their emplibyeugh the staff liaison group and
meetings should be held on a regular basis with s staff liaison officers

Team meetings (including all members of staff) Wwél held regularly to manage the
‘day-to-day’ work of the Service
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Each room manager should meet with individualf stefmbers in their section once a
month for supervision and support.

Room managers then meet with the Service Manager @month and keep them
updated.

The Service Manager meets monthly with the stafé¢in group and reports on overall
progress / problems within the organisation

The staff liaison group reports regularly to thenagement committee

External Support and Supervision

In addition to management support and supervisianagement recognises that some
workers may need external support. Access to ypis of support depends on the resources
of the Service. The Service will identify staff whave most responsibility and who are
working directly in supporting the development ttier people within the Service, as the
priority for external support.

Management acknowledges that external supportriepkarly important in situations where:

The Service Manager is working alone, is not pad ®am of workers and does not have
other workers in similar roles nearby

The nature of the work is particularly challengargl stressful

Members of the management committee do not havskilie, experience or confidence
to provide appropriate support and supervisiorstaff member(s).

Guidelines to developing effective Support and Supé@sion within a Service

Regularity and frequency of support and supervisessions is important. Enter dates
well in advance in the Desk Diary. Do not schedugetings on the same day as
management meetings.

The supervisor and supervisee should form a sugpiervcontract dealing with:

Content of the sessions

The importance of confidentiality

Records — how they will be kept and who has acegem
Duration of the sessions

Frequency of the sessions

If conflict / a difficulty arises — how it will benanaged

Evaluation of the support and supervision procesgw-it will be done formally /
informally and how often

Feedback to the management committee

Preparation for the session on the part of botlstipervisor(s) and the supervisee —
including a review of the last session and iderdiion of issues that need to be addressed
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Keep the session structured and agree an agenul& bieé session starts. There should be no
surprises in the appraisal process and employeesdshe notified well in advance of the
agenda of the meeting.

Record the session — the supervisor(s) and the\sspe should agree all records
and both parties should have a copy.

Follow up on what was agreed at the support andrsigion session

This policy was discussed and ratified by the Vtdompn Management Committee:

Signed:

Date:

| agree to be bound by the terms of this policy.

Signed:

Date:
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4.11 Performance Appraisal Policy

Appraisals are different to regular supervisiothat they take an overview of the
employee’s work over a longer period of time (6 thsror a year) rather than focusing on
day-to-day issues. They provide a structured dppdy for the employee and supervisor
together to review the employee’s work performaaue to plan for the future.

Appraisals benefit both the employee and the Servithe employee is encouraged to stand
back and reflect on how work is going in an ovesalhse. It is an opportunity for evaluation
and open communication in a constructive contéddéhould be a mutually beneficial
discussion with the overall purpose of enabling sungborting the employee through
constructive feedback. It should lead to increasetlvation and performance. There should
be no surprises in the appraisal process and eegdashould be notified well in advance of
the agenda of the appraisal meeting.

What is the purpose of appraisals?
The following are the main reasons for undertakegular appraisals:

To comply with the terms of your contracts,
To reflect on how the employee is fulfilling hisfhrele,

To agree what the worker has achieved over thegamnd his / her strengths in the
role,

To clarify the expectations of management,

To identify and discuss weaknesses and difficylties

To agree any changes that the worker needs to make,

To develop a clear overview of the role and how ff into the organisation,
To review the workers job description and addréssges if necessary,

To identify training needs,

To plan for future training,

To set targets and goals for the worker over th period,

To identify ways in which management may need tnge in relation to the worker.

This policy was discussed and ratified by the Vidoy Management Committee
Signed:

Date:
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4.12 Health and Safety

In order to fulfil the requirements of legislatiand good practice in regard to health and
safety both management and staff will consult anckven devising and implementing a
policy and a range of measures. A competent saféter for the Service will be appointed.
Active measures will be agreed in consultationrevpnt bullying in the work place.

The following information outlines what will be dern relation to Health and Safety.

Click on the following link or cut and paste itanyour Internet address bar. The link will
give you access to the Government directives orthaad Safety that were updated in 2005
legislation.

http://www.oireachtas.ie/documents/bills28/acts/2@al005.pdfSafety, Health and
Welfare at Work Act 2005

http://publications.hsa.ie/index.asp?locID=12&docl3x222 Code of Practice for
Employers and Employees on the Prevention and Resion of Bullying at Work

This puts an onus on us employers to ensure actigeeps are taken as part of a health
and safety procedure to prevent bullying in the wok place. These steps will be noted in
the health and safety statement.

Health and Safety

Information

The Safety, Health and Welfare at Work Act 2003aegd the provisions of the Safety,
Health and Welfare Act, 1989 when it came into apen in September 2005. The Act
consolidated and updated the existing law. The gbsumclude:

That employers as far as reasonably possible pvelfent any improper conduct or behaviour
likely to put the safety, health and welfare of éoypes at risk.

A duty will be placed on employees not be undernifiaence of drink or drugs in the
workplace.

In addition employees will be required undergo eegsonable medical or other assessment if
requested to do so by the employer.

Employers will be required to appoint a competesrspn as the organisation’s Safety
Officer.

The Act also provides for considerably increasaddiand penalties for breaches of the
health and safety legislation.

Health and Safety
Under the Safety, Health and Welfare at Work A889, every employer is required to
prepare a safety statement for the workplace.
This statement should:
Identify any hazards present in the workplace
Assess the risks arising from such hazards

Identify the steps to be taken to deal with anksis
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The statement should also contain the details oplean the workforce who are responsible
for safety issues. Employees will be given accedhis statement and the Management
Committee will review it on a regular basis.

Reporting Accidents and Incidents
All accidents in the workplace should be reportethe employer, who should record the
details of the incident.

Pregnant Employees

A separate risk assessments will be carried ouelation to pregnant employees. If there are
particular risks to an employee's pregnancy, teaseld be either removed or the employee
moved away from them. If neither of these optianpassible, the employee should be given
health and safety leave from work, which may carginp the beginning of maternity leave.
Following an employee's return to work after matgrieave, if there is any risk to the
employee because she has recently given birthloeastfeeding, it should be removed. If
this is not possible, the employee should be mavedternative work. If it is not possible for
the employee to be assigned alternative work, stiéaevgiven health and safety leave.
During health and safety leave, the Voluntary Mamagnt Committee must pay employees
their normal wages for the first 3 weeks, afterehhiHealth and Safety Benefit will be paid.
See Health and Safety Benefit for current ratgzagiment.

Payment of Health and Safety Benefit
Health and Safety Benefit lasts until:
The day on which you become entitled for Matergignefit, if you are pregnant;

14 weeks following the date on which you gave biiftijou are an employee who has
recently given birth and do night work; 26 weelairthe date on which you gave
birth, if you are breastfeeding.

Violence and Bullying in the Workplace
Proper safeguards will be put into place in comiah with staff, to eliminate the risk of
violence as far as possible.

The Voluntary Management Committee in consultatuith staff has established procedures
for dealing with complaints of bullying in the wallace and deal with such complaints
immediately.

The Employment Equality Act 1998 places an oblmawbn your employer to prevent
harassment in the workplace. More detailed inforomaéibout harassment in the workplace
and bullying in the workplace is also available@ASIS under the 'Employment Rights'
category of the sitéttp://www.oasis -harassment at work

http://www.oasis.gov.bullying in the workplage employee who feels that he or she is the
victim of bullying can also refer the matter to gltrs Commissioner.

Health and Safety and Young People

An employer should carry out a separate risk ags&sisin relation to an employee less than
18 years of age. This risk assessment should beaaut before the young person is
employed. If certain risks are present, includiisgs that cannot be recognised or avoided by
the young person due to factors like lack of exgrere, the young person should not be
employed.
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4.13 Confidentiality Policy

It is important for all members of the Service talarstand the limits to confidentiality. As a
childcare Service our collective duty above allestbonsiderations is to put the welfare of
the child first. It is also the duty of the Serviceoperate within the law. Therefore, any
information that comes to light that concerns @legctivity or child protection must be
passed to the proper authorities. It should be nobede to all that certain information cannot
be kept confidential and must be acted upon.

Child Care services by their nature will handleonnfiation that is very private and sensitive.
How this information is handled will determine tlegel of trust children, parents, other
agencies and the local community place in the 8erA breach of confidentiality can have
such an effect on the individual/s in question andhe reputation of the Service that will
warrant the strictest disciplinary measures beakg against those who breach
confidentiality.

Openness and transparency is a part of the phitlgsofpcommunity child care services. We
believe in giving the community a full and honest@unt of the work that the Service is
doing, getting the community involved and encounggarticipation in the activities of the
Service.

However, there are particular issues that shoutthine confidential to members of the
Service. Misunderstandings and lack of claritywtlwhat should be confidential can cause
significant problems. It is important that everganvolved in the Service, including the
Voluntary Management Committee, staff, sub-groupbwaorking groups, are aware of what
issues are confidential and are familiar with tB@nfidentiality Policy.

It is the policy of this Service to keep confidah@ll personal information about people who
engage with the Service. The only exceptions ® iy be when there is a breach of the law
or when child protection concerns arise in relatma child. In the situation of child
protection and welfare information will be sharedaoneed to know basis in the best interest
of the child and in accordance with ‘Children Figatidelines of the Health Services
Executive.

Management Committee Meetings

All business within the Service should remain cdafitial unless otherwise agreed by staff

and management. Most of the business of the Setakes place at monthly management

committee meetings. At such meetings it is advibatithe following remain confidential:
Discussions or questions around issues that conicer8ervice that are awaiting a
decision / endorsement by the Voluntary Manager@emmittee.

Negotiations relating to the work of the Serviag. éease arrangements, Service
finances, funding applications, etc.

Individual statements or opinions that are expisging meetings. The group
decision can be reported — not the preceding dssmois

Information — relating to children, families or ggus in the area — that is not already
in the public arena.

Employment Issues:
Any issues concerning employment within the Sergieeconfidential including:
Salaries and / or salary scales.

Disciplinary, grievance and / or complaints issues.

Galway City and County Child Care Committee — ComityuStaff Handbook - December 2008.



Personal difficulties that either voluntary memberstaff may be experiencing.

Any information, other than the information tha¢ toluntary Management
Committee has agreed to post to candidatgsadf the recruitment process

Management and / or Staff Issues:

Any internal difficulties within the Service shouldmain strictly confidential including:
Staff / management relations. Disagreement amaifjreembers/staff and
management must be dealt with internally and adogrith procedures relating to
dispute and grievance. This does not overruleigie of employees to representation
from external sources at meetings to address satters.

Personal information on staff, management memhesther volunteers.

Information staff / management may have in relatmmdividuals, groups and
families that the Service works with.

All documentation prepared by an employee durirgdburse of his/her work is the
sole property of the Service.

Employees are also required and expected to maitite standard of confidentiality
when they leave employment with this Service.

Members of the Staff Liaison sub-group will discussvith staff and agree with them the
boundaries of confidentiality and the limits to corfidentiality of information disclosed
during staff support and supervision and staff appaisal meetings.

Confidentiality and Data Protection

The Voluntary Management Committee is committedaimplying with the terms of the
Data Protection Acts 1988 and 2003 in controllitsgdiata.
http://www.dataprotection.ie/documents/legal/ContiemAct. pdf

All information and documentation (files and comnuoations) you come in contact with in
the course of your employment, voluntary work ortipgoation on the Voluntary
Management Committee are to be treated in thaesticonfidence and shall not, during the
course of your employment or voluntary work or sdagently, be disclosed to any third

party.
Electronic communications may be monitored in otdgsrevent abuse of Service policy.

The presumption is that all communications are idential and for internal use only unless
it is clear from their content that they are inteddor distribution to persons outside the
Service.

Other Issues:
Where / when there is confusion about the confidétyt of a specific issue the following
guidelines should be employed by the Service :
If a particular item is deemed confidential durenghanagement debate / discussion —
the chairperson or facilitator of the meeting skatlearly state this at the meeting.

It is the responsibility of the chairperson or faé@ior to ensure that everyone is aware
of this.
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If a member wants a particular issue / conceremoain confidential they should raise
it for discussion at a group meeting and get c¢taifon and / or agreement on it.

Even if an item is confidential — minutes shouldays be taken and the records kept in a
‘safe’ place

All new members of the Service, either voluntarymmbers or members of staff, should be
aware of the existence of this policy and givemppydor their own records.

| have read fully and am willing to abide by thealls of this confidentiality policy:

Signed:

Date:

4.14 Mobile Phone Usage Policy

Staff are welcome to leave the phone number o$én@ice as a contact number at which
they can be contacted. Staff should not receivis oéla personal nature on the Service
phones, except in cases of emergency. Given theenat the service provided staff should
not use mobile phones while at work. People witl lm® asked to surrender their mobile
phones as they are personal property. Staff wileleample opportunity to make calls on
personal mobiles during work breaks.

| agree to abide by the terms of the mobile pha@age policy.

Signed:

Date:

4.15 Time Off in Lieu Policy
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According to legislation in the form of the Orgaatisn of Working Time Act 1997, section
25: http://www.irishstatutebook.ie/ZZA20Y1997S25.htethployers are obliged to keep an
accurate record of working times. To do this Sengtaff are obliged to fill out time sheets
showing the hours they have worked, annual leawe, off in lieu, other leave, and overtime
worked. At a practical level Voluntary Managemewon@nittee members in managing the
Service need to know the work staff are doing,hbers staff members are available to the
public and when the Centre is open.

The working hours for staff are as outlined in Braployment Contract. The Service should
manage its work in a way that means overtime igss&ary only in exceptional
circumstances. The reasons for working overtimetine@sglocumented on time sheets to keep
accurate records and for the purposes of organaidgnanaging the work of the Service.

As overtime is not paid time off in lieu for hous@rked in excess of the normal working
week is granted on an hour-per-hour basis.

The taking of time in lieu and any absences fromkveturing the official working days must
be agreed beforehand with the Staff Liaison subroiitee

Time off in lieu for overnight stays or residentrabrk will be granted on the basis of one
overnight stay being equivalent to 3.5 working Isour

Employees may not accumulate any more than 21 loddrse in lieu.
Time in lieu must be used within 4 weeks of it lgeworked up.

Time off in lieu is granted for all hours workedarcess of the normal working week  (17.
5 hours part-time, 35 hours full-time )

The staff liaison sub-committee of the Voluntaryriddgement Committee is responsible for
overseeing the maintenance of the time sheetsamthk right to seek clarification regarding
the details of records provided by employees

| agree to abide by the terms of this policy.

Signed:

Date:
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4.16 Policy on the Use of Electronic Resources ind Service
The Government website gives comprehensive detaitbe responsibilities of an employer
in this regard. See Appendix of this document ties &ind further information or press on:

http://www.oasis.gov.ie/public utilities/telecommcations/surveillance of electronic com
munications in the workplace.html

In summary employers must provide workers withadilg accessible, clear and accurate
statement of policy with regard to e-mail and In&truse in the workplace.

In the event of a breach of internal electronic oamication use, the employer must have set
out enforcement procedures in the Service policaddition, the employer must have
clearly set down the opportunities given to empésy® respond to breaches of policy.

No covert e-mail monitoring is allowed by employezscept in cases where specific criminal
activity has been identified and the surveillareceeiquired to obtain evidence and subject to
the respect of legal and procedural rules.

The monitoring of e-mails should, if possible, lmifed to traffic data on the participants and
time of a communication rather than the contentsoaimunications if this would be
sufficient to allay employers concerns. If accesart e-mail's content is absolutely
necessary, the employer should take into accoenprilracy of people outside the Service
receiving the e-mail as well as those inside.

Employees in the workplace in Ireland have a lewite right to a certain degree of privacy
in the workplace. However, their right to privacysh be balanced with the legitimate rights
and interests of the employer.

The employer must put in place appropriate techiicd organisational measures to ensure
that any personal data it holds is secure andfsafeoutside intrusion.

Internet Use

The report of the working group of Data Privacy Quissioners recommends that the any
Internet use policy should contain, at the minimtime, following elements:

The employer must set out clearly to employeestimglitions under which private use of the
Internet is permitted as well as specifying matehat cannot be viewed or copied. These
conditions and limitations must be explained to Eyges.

Employees need to be informed about the systemieimgmted both to prevent access to
certain web sites and to detect misuse.

In the environment in which Services operate &ls® important that volunteers and
Voluntary Management Committee members apply theesstandard to their usage of IT
equipment as is expected of staff.

Definitions

Examples of the equipment in question in this poiclude telephone, fax, voice mail,
computers, e- mail, Internet, and other electropimmunication links whether they are on
site, mobile, or remote.
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This Service provides electronic communicationsggent and services for the performance
of tasks related to employees work. Limited persasage, insofar as this does not hinder
the work of the Service or waste Service resougasceptable.

This Service is committed to providing computingaerces, including e-mail and Internet
access, for staff and volunteer use to promotaiting of the Programme and the Service

Responsibilities

The Service does not actively monitor computer agagluding e-mail and the Internet).
However users, both volunteers and staff, shoulavWrsere that records are kept of all usage
and could be made available in specific circumstanc

The computer resources of the Service cannot lskfosdlegal acts, for activities in breach
of the Service aims and objectives, for activitirebreach of software or electronic licences,
or for personal commercial activity unless speaificauthorised.

Only staff and volunteers of the Service may ugecthmputer resources. Unauthorised use
may lead to prosecution under the Criminal Damages1991

http://www.acts.ie/zza31y1991.1.html

You must take reasonable precautions to prevenitboased use of electronic media by
guarding your accounts and passwords.

If you are a Voluntary Management Committee memyau, must ensure, in so far as
practicable, that the computers under your contralhe control of persons designated by
you, are not used for unauthorised purposes.

Monitoring of Information Flows/Bounds of Confidentiality

This Service reserves the right to audit informaiio various electronic formats in order to
safeguard the interests of employees and volunteetso fulfil statutory obligations.
Electronic format encompasses both informationsimaitted in real time as well as historical
information.

There should be no expectation of personal privetwgn using the Service ’s equipment and
services. All information, data or files creategkeived, downloaded, stored, transmitted,
deleted or used while in the employ of the Seraieethe Service 's property.

The Service may monitor, copy, access, or disa@msenformation or files that employees
create, receive, download, store, transmit, deleteork with while using the Service 's
equipment and services including, but not limited t

Assuring compliance with the Servicegslicies and procedures
Detecting improper use or conduct that may bealleg adversely affect the Service
Preventing inappropriate or excessive personabtifee Service equipment.

This monitoring may be periodic, random or contimsloThe Service may investigate any
transmission or storage of information and anyafssguipment or services inconsistent with
the Service 's aims and objectives.

While the Service does not routinely monitor e-miaiinay do so for the following reasons:
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To detect viruses or other malicious content
To locate information urgently required by the Sezv
To respond to legal or regulatory requirements
To fulfil their obligations to clients, third pags and relevant regulatory authorities
In the course of an investigation triggered by @ations of misconduct
Such monitoring of e-mail will be authorised by ¥eluntary Management Committee

Any communication sent by e-mail may be subjec thiscovery order by the courts and
may be disclosed to any relevant authority, unlleese-mail comes within the category of
communications protected by legal privilege e.ghecontext of advice sought from the
organisations solicitors in anticipation of litigat or in the course of legal proceedings

The Service relies on e-mail as an efficient medrc®mmunicating information to its
employees and volunteers. Although e-mail may apjeelae a more informal method of
communicating, it has the same legal effect asrathigdten communications. People will
exercise discretion when sending an e-mail notechAondse their words with the same care
that they would use when sending a formal letter

An employee's contract with the Service obligesrttio keep confidential Service
information. This includes e-mail. The presumpti®that all email communications are
confidential and for internal use only, unlessitiearly stated otherwise.

No person may establish an ‘automatic’ forwardle€&onic mail to an address outside the
Service 's domain. This includes, for example,db&o-forwarding of an employee’s
organisational e-mail to a personal e-mail accoutit an outside provider or to an e-mail
account that the employee may maintain at a ctig@at This policy is intended to protect
confidential information of the Service by prevegtthe unauthorised transmission or
disclosure of internal communications to unautteatiparties outside. The Service may
monitor their email systems for auto-forwarding.

The Service is not liable for lost or deleted edmai

Personal e-mail should not be forwarded to mailistg or other users without the original
author's permission.

It is prohibited to send e-mail with a hidden dséidentity.

Improper Use of Service Equipment/Disciplinary Proedures
Improper use of Service equipment includes theWalg:

Using equipment or services for-

Viewing, transmission, storing, downloading or coumcation of images or text consisting
of:

Ethnic slurs, racial epithets, hate speech, sexealplicit or provocative material and
obscenities

Galway City and County Child Care Committee — ComityuStaff Handbook - December 2008.



Anything else that may be construed as illegaliyaksing or offensive to others based
on- an individual’s race, national origin, religisex, sexual orientation, colour,
marital status, agelisability, membership of the Traveller communityamy other

legally protected category

Accessing sites and ‘chat rooms’ that feature gamgbpornography, off-colour
jokes, hate speech and similar sites; or, anyitatiien or distribution unrelated or
contrary to the aims and objectives and underlpimgciples of the Service.

Viewing, storing or propagating of any from of maéthat could be construed as

pornographic

Transmission of any statements or materials whietdafamatory, abusive, obscene

or which may cause offence or annoyance to any gimson
Forging or attempting to forge e-mail messages

Creating or sending chain letters through electromail

Revealing internal Service information to anysitee it confidential or otherwise, or

commenting on Service matters at any time

Reading, deleting, copying or modifying the e-nudiibthers without their permission.

No attempt should be made to circumvent systenrggcincluding firewalls, put in place to

protect the Service .

Offensive screensavers are strictly prohibited.

Conduct that is inconsistent with the ethos ancedgihg principles of the Programme and
the Service is forbidden. If a person has engagéuproper use, he or she should assume
that he or she will be subjected to the Serviadissiplinary procedure up to and including
dismissal and/or legal proceedings. Volunteersraathbers of the Voluntary Management
Committee will undergo a disciplinary procedurdime with the disciplinary procedure for

staff.

Personal opinions or feelings must not be submitigtlese media. The Confidentiality
Policy of the Service should be referred to in teigard.

If a person receives a communication, which costaiappropriate messages they must

inform the sender, that such material is not peeditinder the Service ’s policy on electronic

communication. It is strictly prohibited to forwaitappropriate material of any nature.

All employees, volunteers and members of the VauynManagement Committee must
immediately report any suspicion or evidence ofsabu

Licence

All software is the property of the company. Thev&® strongly supports strict adherence
to software vendors’ licensing agreements. Any auppf software in a manner that is not
consistent with the vendors’ license agreementakipited. Participation (including during

off-hours) in pirated software bulletin boards amilar activities are prohibited.
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Internet Usage

All communications must comply with applicable laargd regulations, including those
governing the export and import of technology, wafe, and the protection of copyrights
and intellectual property generated.

Data Protection Act 1988 and Amended Act 2003

Users who maintain details of others on computee legal obligations under the Data
Protection Act 1988ittp://www.acts.ie/zza25y1988.1.htanended 2003
http://www.gov.ie/bills28/acts/2003/a603.atid the Data Protection Directive (95/46/EC)
http://www.cdt.org/privacy/eudirective/EU_Directivéatml

This legislation confers considerable rights onvitthials to control how data relating to
them personally is stored and processed. In lpeg§onal data must be processed fairly and
lawfully, it must be collected for specified, exgliand legitimate proposes and must be
adequate, relevant and not excessive in relatidinet@urposes for which they are collected
and processed. Data may only be processed whemlbifect of the data has clearly given
his/her consent for this to occur.

Standard Legal Disclaimers

Should the Service develop a website a standadad tigclaimer should appear on all official
websites. This disclaimer should be positionedssto de readily viewable to the user. The
text might contain the following:

The information contained in these Service pages,i® the best of our knowledge, true
and accurate at the time of publication, and is sely for informational purposes. This
Service accepts no liability for any loss or damageowsoever arising as a result of use of
or reliance on this information, whether authorisedor not. By continuing, | am

accepting these conditions

Information published by individuals should be deetl as such and should not appear to be
published on behalf of the Service. There will bdear distinction made between Service
information and personal information and the lastesuld contain the following disclaimer.

The views and opinions expressed in this page areistly those of the page author. The
content of this page has not been reviewed or appred by the Service

This policy was discussed and ratified by the Vtdmpn Management Committee
Signed:

Date:

We agree to abide by the directions of this policy

Signed:

Date:
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Section 6  Staff Liaison

Sample Terms of Reference for the Staff Liaison Gnap

The following guidelines for drawing up a TermsR¥ference for a Staff Liaison sub-
committee were developed by Galway City and Coitydcare Committee. They can be
used and adapted by individual services to devgtmu employment practices.

Sample Terms of Reference

The Voluntary Management Committee has overalloesibility as employers of the staff in
the Service. The Voluntary Management Committeeghdkes the day-to-day responsibility
for employment issues to the Staff Liaison sub-cate®. The sub-committee will have the
option to avail of outside expertise if it is resad. Individuals with employment expertise
may be co-opted on to the Staff Liaison sub-coneaittith the approval of the Voluntary
Management Committee.

Clear communication between a large group of devpesople has the potential to be
difficult. It is the role of the Staff Liaison stgroup to ensure that the Voluntary
Management Committee as a body communicates cle@hystaff and that staff in turn use
the Staff Liaison sub-group to communicate clebdygk to the Voluntary Management
Committee. Each staff member is assigned one pérgonstaff liaison to act as their contact
person on behalf of the Voluntary Management Coneit

Among the items that must be clearly understoodcamimunicated to staff are:

* What work is to be done and by whom
 howitis to be done

e to what standard and

* Within what time scale?

Staff must be informed by staff liaison of theirfeemance in achieving their work. Staff
liaison will offer staff supports to assist thentle work of the Service.

Staff Liaison will attend training to acquaint thesives with their roles as employers and the
relevant legislation. The staff —liaison in conjtian with the Voluntary Management
Committee will ensure that the Service is compliaith legislation and in areas such as
discrimination and health and safety in the workela

The staff liaison, in conjunction with Galway Caynd County Childcare Committee, the
Voluntary Management Committee and staff will eestine introduction and implementation
of a range of employment related policies and ploces

The Staff Liaison sub-group recruit staff to thevi® based on an agreed Service
Recruitment Policy. This will be done in line witkgislation governing recruitment and
those who undertake recruitment will undertaketthiming needed to recruit effectively.

The Staff Liaison sub-group will ensure an inductprocess is in place for new employees.

The Staff Liaison sub-group will ensure that theng and conditions as agreed in the
Contract of Employment are met.

The staff —liaison sub-group will maintain the k&lat documentation in personnel files. This
will include records of hours worked, holidays, aahleave and other leave, time in lieu.
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It is the role of Staff liaison to approve the grag of time in lieu, annual leave and other
leave to the Manager prior to such leave beingrtake

The Staff Liaison sub-group will ensure and thenepof probation are met and
communicated to staff.

The Staff Liaison sub-group will hold regular staffpport and supervision sessions, as well
as periodic staff appraisals. They will ensure thatactions agreed at such meetings are
implemented. These meetings will take place inSbevice and a set time will be dedicated
to them. Meetings with staff will not be held bedar after other important meetings as this
has been found to distract from the meeting and tadm its effectiveness.

Staff liaison may make recommendations to the VialiynManagement Committee in
relation to staff training and development.

Staff liaison will meet with, and be available tbsaaff within the Service. This includes staff
in temporary employment, work placement and wohestes.

Staff Liaison will endeavour to ensure that staffreated with dignity and respect. Where
difficulties arise members of Staff Liaison in congtion with Voluntary Management
Committee members will address such difficultiesoading to the policies and procedures
agreed in the Contract of Employment.

Staff Liaison will evaluate the overall terms amhditions of employment within the Service
and report to the Voluntary Management Committeiibequired changes /
implementation of proper procedures

Staff Liaison will ensure active steps are taken tprevent bullying in the work place and
such steps must be noted in a health and safety &ment in line with directions given in
the Safety, Health and Welfare at Work Act 2005:
http://www.oireachtas.ie/documents/bills28/acts&80005.pdf

and the Code of Practice for Employers and Employeeon the Prevention and
Resolution of Bullying at Work:

http://publications.hsa.ie/index.asp?loclD=12&docH22

Composition of the Staff Liaison sub-committee

The group should comprise a minimum of two peoplg @ maximum of four from the Voluntary
Management Committe&fforts will be made to have a gender balance ertStiaff Liaison sub
committee

Change of Membership

Members agree to serve for at least one yeareledse of a member failing to attend three
consecutive meetings — without reasonable causehl-membership will be deemed to as
lapsed and a replacement sought

Convenor/Chairperson
The Staff Liaison sub-committee should nominate meenber to act as convenor of the group. The
convenor will be responsible for ensuring that:
* S/he communicates a clear message to staff orethefthe Voluntary
Management Committee and communicates back toahentittee on staff
issues
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* Regular meetings are held with staff and on stgfifssues

» Agendas are prepared and minutes are kept andofitgzerly

» That the data and information concerning staffssyes is filed properly and
is maintained in line with data protection legiglatData Protection Act 1988
http://www.acts.ie/zza25y1988.1.htarnended 2003
http://www.gov.ie/bills28/acts/2003/a603.tid the Data Protection
Directive (95/46/EC)
http://www.cdt.org/privacy/eudirective/EU_Directivéatml|

Reporting Procedures

The Staff Liaison sub-committee reports to the Vitdwy Management Committee every three
months, or more often when the need arises. Theauimittee may give a verbal or written report
that should be recorded in the minutes of the Cdtamimeeting.

Authority of the Staff Liaison sub-committee
The group will have authority to deal with the dayday business of staffing issues and to
make recommendations and/or brief the Voluntary &gment Committee to enable them to
make informed decisions. The Staff Liaison sub-caie will nothave the authority to
make decisions with regard to the following:
1. Any change in the terms and conditions of employinee®mployment contracts
2. Decisions that have legal or cost implicationstfa Service that have not been
previously approved by the Voluntary Management @aitee
3. Implement the terms of the disciplinary or grievaupcocedure without the prior
consent of the Voluntary Management Committee
4. Increases or decreases in staff numbers
5. Ratification of membership of the Staff Liaison stdmmittee

Confidentiality

Staff liaison will inform staff that certain inforation concerning the workplace cannot be
kept confidential. If a member of staff makes imf@tion known to staff liaison that may
have legal implications then staff liaison are by their duty to be a good employer to
investigate the accuracy of such information.

This policy was discussed and ratified by the Vidoyp Management Committee

Signed: Date:

Section 7 Code of Conduct
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The Service’s Code of Conduct forms part of theneeand conditions of employment of
each and every employee. On appointment, pleaseasid return a copy to the Manager/
Staff Liaison person.

The welfare of the child comes before any othesm®ration and staff, management and
others engaging with children must adhere to thiscpple. You must not do anything that
will in anyway endanger a child. Where anyone hasrecern as to the welfare of the child
they must act on that concern in line with thealpitotection policy of the Service or
alternatively by contacting the duty social workéthe Health Services Executive.

If you have any concern in relation to the welfaf¢éhe child you must report this in line
with the procedure for the protection of childrarthe Service.

The Service requires all staff and managementdplaly a duty of care to the Service in
respect of business ethics and to protect configantormation. It is the policy of the

Service to consistently conduct its business wathdsty and integrity and in compliance

with all legal and ethical standards, together wgtablished Service policies. Each
employee and member of the Committee is also redquo conform to a high standard of
ethics in relation Service activities with parestsiff of other agencies, suppliers and visitors
to the Service.

The Service is committed to policies and practibes promote diversity and provide
equality of opportunity for all, protect the digniwf employees and promote respect for
others at work. All employees and members of thiwiSe are required to take personal and
individual responsibility to comply with these poks and behave in a non-discriminatory
way and not to participate in any acts of inappiedprbehaviour, harassment or bullying. All
employees and members of the Service must haveedaed for the health and safety of
themselves, their colleagues and the Service '&place in general.

Employees and members of Management must declavgting any potential conflict of
interest that might affect their impartiality inrcging out their duties. Employees pursuing
other business activities are asked to inform #m®i€e so the Service is not in breach of the
Organisation of Working Time Act 1997.

Employees and members of Management must not agdepor favours from parents, or
suppliers which could compromise them.

All persons employed by the Service and membekarfagement have a duty to promptly
report to the manager/staff liaison person or Qlemgon, any evidence of any improper
conduct or practice of which they are or becomeraw@mproper conduct means any illegal,
fraudulent, dishonest, negligent or otherwise ugattaction arising in connection with the
Service).

Employees and members of Management are requingetect confidential information and
not disclose it to others. You may not remove éoaguments or items belonging to the
Service or which contain any confidential inforroatfrom the Service’s premises at any
time without proper advance authorisation. Emplsya®d members of Management should
not discuss the children who attend the Serviegr ffarents/carers and other staff with
others in the community in a manner that is nofgesional and in the best interest of any of
these parties.

At all times employees and members of Managemest behave with honesty and integrity
and respect the rights and privacy of others iati@h to electronic communication and
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information. It is the responsibility of each parssho utilises electronic communications to
safeguard Service information by understandingcamdplying with all policies in this area.
The Service reserves the right to monitor all edt communication and files.

Upon termination of employment or resignation friira Committee, employees and
members of Management shall properly deliver uiinéoService all manuals, employee
handbook, letters, notes, notebooks, reports dradhedr materials of a secret or confidential
nature or under the control of employees and manage They remain at all times the
property of the Service.

Breaches of this Code of Conduct, other employéieips and procedures, and other Service
procedures will be regarded as a breach of disg@nd will be dealt with in accordance
with the Service’s employee disciplinary procedure.

This policy was discussed and ratified by the Vtdompn Management Committee on:
| agree to abide by the terms of this policy:

Signed

Date

Websites
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There are numerous sources of information on empdoy rights and responsibilities. Try
http://www.employmentrights.ie/et for factsheets on employment rights try:
http://www.citizensinformationboard.ie/publicatidpsoviders/employment_rights_factsheets
.html

Here are further websites with relevant information

http://www.erb.ie/

http://www.worklifebalance.ie/

http://www.employmentrights.ie/en/

http://www.ictu.ie/

http://www.siptu.ie/

http://www.impact.ie/iopen24/

http://www.entemp.ie/

http://www.citizensinformationboard.ie/

http://www.eatribunal.ie/

http://www.ibec.ie/ibecweb.nsf/whome?OpenForm

www.hsa.ie

http://www.labourcourt.ie/

http://www.equality.ie/

http://www.dataprotection.ie/docs/Home/4.htm
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