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Section 6 Code of Conduct

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 regathe 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 @eticitors/Legal Advisors

1.2 Contract of Employment

As a new employee of , youggkive 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 ofeems and Conditions under which you are
employed. Each employee will also have their owmrs&nel File that you may access.

1.3 Purpose of this Handbook

This Employee Handbook is designed to provide ydh wformation about working
conditions, benefits, and policies affecting yoompdoyment. The information contained in
this Handbook applies to all our employeésllowing the policies described in this
Handbook is considered a condition of continuedlegmpent. However, nothing in this
Handbook alters an employee’s status. The conténitss Handbook shall not constitute nor
be construed as a promise of employment or asit@am between the Company and any of
its employees. The Handbook is a summary of oucigesl which 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

Childcare Services from Galway city and county ipgrated in workshops that discussed
employment issues in both the Private and the \talyrCommunity Childcare Sector. These
workshops were held in Galway twice, Loughrea ahftl€éh in September and October
2008. The input from participants in these workshs included in this Handbook.
Participants were members of staff, members otiMalry Management Committees,
Managers and owners of Services.

15 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
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and staff, management and others engaging witdremimust adhere to this principle.
Where anyone has a concern as to the welfare ahileethey must act on that concern in
line with the child protection policy of the sergiar alternatively by contacting the duty
socialworker of the Health Services Executive. Please tiwdt 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 aneresg to inform and support them with
their queries in relation to best practice in wogkwith staff. This will undoubtedly lead to
higher quality services, happier staff and ultimabtappy children!

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

Bogha Ceatha - An Spideal Naionra Tigh na Si ghoeia
Mountbellew Community Childcare An Teach Spraoithdxry

lonad Tacaiochta Teaghlaigh - Cois Fharraige Liteks Créche - Loughrea
Letterrfrack Community Child Care Service Staple@ildcare - 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 Créche and Playgroup - Galway BallycohnBéayschool Afterschool
Stay and Play Afterschool — Seoda Beaga Playgroup - Recess
Scoil Chaitriona — Renmore - Galway

Bohermore Community Preschool — Galway Inishb®&fiaygroup

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 - Btegard
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Naionra Killalaghton

Kidscorner Créche - Blackaciiaiam

Section 2

Context

2.1 Fears of Staff and Members related to Employmérssues

Members of childcare services at workshops recegriise following challenges that gave
rise to fears in addressing employment matters d@udicies and procedures and training
will assist Services to address issues effectigaly while they may not remove people’s
fears they should give people a greater level afidence 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

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

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
able to pay staff

tWorrying about the shortage of funds
Having to make people redundant
Having to discipline staff

Knowing how to set standards

Having to confront staff/management

aystaff not getting on well together

Keeping to the staff ratios
Getting Garda Vetting
Abuse of authority and power

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

h
gStaff illness and the fact that childcare services

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

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

Deing

D

2.2 10 Golden Tips

Ensure everyone in the Service is clear on thégrand responsibilities. Have Job

Descriptions for, management and staff at all lkevigkfer to staff handbook,

contracts).

confidentiality policy.

Ensure everyone in the service abides by the sepaticies but especially the

staff. This person should have a basic knowledgenployment legislation.
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4. Management should meet with the Manager on a refakis to ensure staff matters
are addressed. Enter dates for these meetingsnvaglvance 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 managehmes should be done with the
knowledge of the Manager.

7. If employment matters give cause for concern,ef¢hs 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 managedte#éy 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 Bddnagement should discuss
with the Manager how they are going to measuré gaformance. Staff should be
consulted and be part of defining objectives fairtlvork.

9. The laws of natural justice apply in employmenated difficulties. The employee
has the right to a fair hearing, the right to krtbe allegation against them, time to
consider and respond to allegation, the right ppegentation at meetings and the
right to challenge the severity of any sanction thaht 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 fourngelf so that you can handle the
situation well and protect your health and welllgein

| was angry with my friend I told my wrath, my wiadlid end.
| was angry with my foe: | told it not, my wrathdogrow."

William Blake.

3 Terms and Conditions of Employment

3.1 Leave

regards it as essential that all nsattdating to Leave, Maternity Leave,
Parental leave, Adoptive Leave and Carer’'s Leagdraated in strict confidence. Leave will
be taken by prior agreement with the employer os¢happointed by the employer.

3.2 Holiday Entitlements

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

Web Site Addressittp://www.entemp.ie
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Employment Rights Information Unit: Telephone: (8Bl 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 employaesentitiedo 4 weeksannual
holidaysfor eachleaveyearwith pro-rataentitiements for periods of employment of less than
a year. In the case of employees working a nobalyweekthiswould work outat 125

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 eynmat).

(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 advanteeodates 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:

() 1 January (New Year’s Day);
(i) 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:

(i) a paid day off on the holiday, or
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(ii) a paid day off within a month, or
(iif) 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 thm@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 wgekéage 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 publicdey, then he/she is entitled to either an
additional day’s pay for the day, or a paid dayweithin a month of the day, or an additional
day of paid annual leave.

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

Sunday Premium

If not already included in the rate of pay, emples/are generally entitled to paid time-off in
lieu or a premium payment for Sunday working. Arpégee is entitled other premium
payment for Sunday working payable to a comparaiiployee in a collective agreement in
force in a similar industry or sector. This medmat the Sunday Premium, if not already paid,
will be equivalent to the closest applicable cdlleeagreement 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

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 Organisafi®arking 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
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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, TradbEmployment. 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 amebk 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, subjecetdain 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 EmployiiBeplanatory 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.

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 employer in writing
as soon as possible aatleast four weekshefore 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
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Additional Maternity Leave

You are also entitled to take up to a furteieteen weeksnaternity leave, but this period is
not covered by maternity benefit, nor is your emgploobliged, 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 irSection 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 miscarriageny time after the 24th week of pregnancy, you are
entitled to full maternity leave. This means a bamriod 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 We®f the basic maternity leave.

To apply for Maternity Benefit following a stilllih, 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 yoabip 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 posighéor 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 bgtponed once you have taken at least
fourteen weeks maternity leave, four of which mheste been taken after the birth. (This
provision does not apply to fathers who are on méieleave).

If you postpone your maternity leave and returmeok, 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 returangloyment, you need to notify the
Department of Social and Family Affairs of this. ¥must 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 Departminatt the child has been
discharged from hospital and your maternity bersfduld resume. Yowersonal Public
Service Numbe(PPS) number should be clearly identified on alluiments you send to the
Department. Remember, you may only apply to pogtp@ur maternity leave if the baby has
been hospitalised - not if the child is unwell.
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lliness While on Postponed Maternity Leave

If you have postponed your maternity leave and tmecidl when you return to work (before
resuming your postponed leave), you may be coreider have started your resumed leave
on the first day of your absence because of illngksrnatively, you may choose to forfeit
your right to resumed leave and have your leaadrteasick leave

Returning to Work

You are entitled to return to work after materi@sive. 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 al&give work. This new position should not
be on terms substantially less favourable thanetiobsour 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, 199drovides 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 @aih(This includes the time required to
travel to and from the appointment and the time talen for the appointment itselj. You
will need to provide your employer with medical @snce confirming the pregnancy, giving
two weeks notice of your medical visits. You shosifw your appointment card if
requested by your employer at any time after yost &ppointment. You may also take time
off for medical visits after the birth for up to I¥eeks following the birth including any time
taken on maternity leave after the birth. Youemétled 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

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 meda=tificate 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 employext least four weeks' written notioé 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).
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Rates
For rates of maternity benefit, please see furtbetent 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 yourtlEment 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

3.4  Adoptive Leave

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

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

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

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

Adoptive Leave and Employment Rights

The Adoptive Leave Act 2005 introduced some impurtdanges and additional rights for
adoptive parents. From 28 November 2005 there&tkemployment rights (except
remuneration and superannuation benefits) assdomtk the employment, such as annual
leave and seniority, are protected during additiadaptive leave.
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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 rightamhployees 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 itssadcumulate 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 provimepayment
during the period of leave. Provided you are iurable employment and satisfy the social
insurance (PRSI) conditions, you may qualify foroftlve 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 foreagrd 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.
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 employednust not be less favouralitgan your job prior to going on leave.

The rights in relation to return to work apply eliyigo 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 employerl@iou 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.
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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.

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 nekedl-tifne care and attention by the
Deciding Officer (Officer of the Department of Salcand Family Affairs)

Employees have to provide the employer with atemitdecision from a Deciding Officer

Employees may have to prove that he / she willrogigding full-time care and attention to
the relevant person
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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 company with a mininadisix weeks noticevhen
requesting a period of Carer’s Leave (this may ba/@d in exceptional/emergency
circumstances). The company will prepare a cordirom document, which must be signed
by the employee, ideallyvo 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 righdrinual leave and public holidays’
entitlements solely for the first thirteen weeksrom the date of commencement of Carer’s
Leave.

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

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 anyla persons listed below.

= A child or adoptive child of the employee

= The spouse of the employee, or a person with wineneiployee 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 dependemmfyding same-sex partners.
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Entitlement to Force Majeure Leave is limited tawamstances where the immediate
presence of the employee, at the place whereltbeiljured 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 ofdrieer 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 hisesrdmployer that he or she has taken the
leave.

Maximum Entitlement

An employee may not be absent on Force Majeured_&avmnore thaithree daysin any
twelve consecutive months, or five days in anytytsix consecutive months. Absence for
part of a day is counted as one day of Force Majeaave.

3.7 Compassionate Leave

A period not normally exceedirtgree dayswith pay may be granted as Compassionate
Leave. This period may be extended at the disereticghe employer téive dayson the
death of a close relative or partner.

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
company immediately, or in any event, before yaummal start time on the first day of
absence. Employees are not paid during periodbs#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 fromkvadoie to iliness.

The twelve-month period (Sick Leave Year) startshenfirst 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.
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The Service may request, and has the right to regaisecond/independent medical
examination and report on the fitness of an em@a@ed 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 eggrlmeeds 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 wieeis absent from his employment or
apprenticeship in order to comply with a jury sunms.o

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 afterhgxrs 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 t80pm 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 bretdleagnd 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 circumstararesn emergency.

Entitlements to rest periods during the working dag 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 cangee hours rest in any period of seven
days. This should normally follow on from one oéthl-hour periods mentioned already
unless there is some reason this cannot be don 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.pdfThe Organisation of
Working Time Act 1997 is the legislation that gusdeorking time and rest periods.
4.0 Terms and Conditions of Employment

4.1 Revision of Terms and Conditions of Employment

Your Contract of Employment jointly binds employeesl the employer. It will only be
changed by the requirements of the law or withagjygroval of the Employer. Any change so
agreed will be notified to employees within tweeight days. Substantive changes in your
contract will only happen in consultation with yand 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/hemovar in the course of work.
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Employees are required to have use of their owifiozafficial 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 wites set out by the Employer. Public
transport should be used wherever possible foetrawtside the region.

The employee is entitled to expenses, which muséteipted, 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 laas minimum and should be filed
with the Manager by the first Monday of the follagimonth. All expenses must be
authorised and approved by the Employer.

4.4  Training and Development

It is recognised that ongoing training will enhatiee job performance of employees. The
Employer will, within reason, consider paid leavel some financial assistance towards the
costs of authorised seminars, conferences andngatourses. This is subject to funding
being available from the income to the Service tantthe terms of the Equal Opportunities
Policy. Please see the Service’s policy on traisind development.

4.5 Personnel Files

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

4.6 Employee Behaviour

The Employer regards it as essential that emplogkeesld be courteous, helpful, well
presented and co-operative to children, parera#f,atd management in the course of
carrying out their duties. They also recognisegitjie of employees to be treated with
dignity in the workplace and the importance of tirgg.co-workers with respect. The
Employer aims to create a work environment freenfobscrimination, harassment, racism
and disrespectful behaviour. Please refer to thde@d Behaviour of the Service and
familiarise 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, alcqlwwlmood 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.
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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 thavEller 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 Terminah 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

Employees are requested to give one months naotieeiting.
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 terminatati 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
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4.11 Confidentiality
Employees are required at all times to maintairfidentiality in respect of matters which

come to their knowledge in the course of their wawkject to contractual obligations and
legal considerations.

All documentation prepared by an employee durimgcburse 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 #érast should be raised with the manager 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 employer.

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

safeguard employees and minimise the risk of aotsdeny possible hazard should be
reported to the Manager in writing. All the Serviceafety procedures must be strictly
observed. Every accident or incident, no matter kowall, must be recorded in the Service’s
Accident and Incident Report Book. All staff muatrfiliarise themselves with the Service’s
Safety Statement and sign that they have readystade and will comply with its demands.
Violence in the workplace will not be tolerated.

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 propertydo$obund to the Manager

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

4.17 Pension Scheme

The Company provides employees with access tosoRarRetirement Savings Account
(PRSA) scheme. This is a non-contributory schemiewdmployees may choose to join. At
the employee’s request, the company may arranggefituctions to be made from payroll.
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4.18 Relocation

Should the Service deem it necessary to use or mooagditional/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.

420 Trade Union

Section 4 Policies

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 Stateeased 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
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lead to a return to emigration again there is stlldoubt 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 woimethe workplace, increasing numbers of
non-Irish national workers and the changing agdlprof the workforce.

Both the Employment Equality Acts 1998 and 2004 tedEqual 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 makingidisation 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 Travellemroanity, people over the age
of 50 and people with disabilities.

4.1.2 The Equal Status Act 2000

The Equal Status Act 2000 aims to promote equahty prohibit discrimination and
harassment and related behaviour in connectiontivitiprovision 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 containecei&miployment. This Service through its
mission and values embraces the idea that we ladtdfatent 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, respditsbj ethnic background, language and so
forth. The Service seeks to promote diversity bsueimg equal opportunity and no
discrimination through the following policies inntiaular

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

Disciplinary Policy

Grievance Policy and Procedure

Recruitment and Selection Policy

Staff Training & Development Policy

Sample Supervision and Support Policy

Performance Appraisals

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

Selection will be on merit and those who are swsfoéshall demonstrate their suitability for
appointment according to agreed selection critghech 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 indlrecruitment and selection process.

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

4.1.4 Training and Development

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

4.1.6 Conditions of Employment

All employees will be offered the same terms of Eipment; 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
these needs may be accommodated. Where practioaddesures will be taken to
accommodate special needs arising from an empleygkgability, race, family status or
any other characteristic covered by the nine greu(tiee 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 formslaillying and harassment. The
importance of the dignity and respect of all staéfmbers at work will be promoted
throughout the work place. All employees have lligation to prevent and eliminate
harassment.
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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:
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&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
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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 eynpdmt, training or experience for or in
relation to employment, promotion or re-gradingglassification of posts.

It is the responsibility of the employer and albbsle involved in managing and staffing the
Service to support this Equal Opportunities Poliog to communicate it to staff. All
members of the Service are expected to comply thighpolicy.

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 facirsumstance 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

Discrimination is also inflicted on a person whbattperson is, has been or would be, treated
less favourably than another, in a comparable tsitunadue to an association with another
person, on any of the grounds listed in the legista

Recruitment and Selection

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

Job advertisements, job descriptions, job spetifina, application forms, short listing forms

and publicity material will encourage applicatidram all qualified suitable candidates and
will not discriminate on any of the nine groundsimbited under the Acts.
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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 inésvwon 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 irkimgemployment-related decisions are
aware of the legal requirements and their respditigb, the Projects policies and the aims
and objectives of the Programme.

Training and Development

Opportunities for promotion, training and developnare 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 fseming similar functions / roles within
this company will be treated equally with regarclicaspects 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¢members 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 ttaurse of work, or any other activity the
Service engages in. The Service has policies orepteg 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 Officatl pay and benefits documentation will
be kept for a minimum of three years.

Cases of alleged discrimination have to be lodgedater than six months from the date of

the first alleged breach of the 1998 Act (excepérela 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 expemeriV/’s and/or applications, interview

report forms or any similar documentation will ats®filed properly for one year.

The employer is committed to complying with thentsrof the Data Protection Acts 1988
and 2003 in controlling its data.
http://www.dataprotection.ie/documents/legal/ContgiemAct. pdf

Redress
An employee who feels that they have been discatethagainst in terms of access to
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employment, conditions of employment, training, kvexperience or promotion may follow
the company’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 employer or Manager.

The employer hereby gives a commitment that aniyithdal who wishes to raise concerns
or make a complaint in relation to the operatiothef policy may do so without fear of
reprisal or victimisation from the Manager, oth&&flsor the employer.

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 Opjpmities 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 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 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

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

There are nine grounds on which discriminationnigwful.

1. Gender

2. Marital status - which means single, married, safeal; divorced, or widowed.

3. Family status - this means having responsibilithezi 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, wlegtmanifest 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 lorgasts 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, etlmninational origin.

Sexual Orientation - covers heterosexual, homogexuzsexual orientation.

Religious Belief - includes religious backgroundootiook

Membership of the Traveller community

© 0N

The Service is committed to promoting a servicewatrking 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 unsat access and will continue to actively
work towards providing better access to all budgimnd resources

The Service will have up to date information on &dy legislation

The Service may participate in promoting equalifypharticipating in events such as Anti-
Racist workplace week

The Service will have plans and procedures if casésscrimination should arise

The Service will undertake regular review of tramneeds and based on this will organise
training to increase awareness of staff and otioetise promotion of equality

Galway City and County Child Care Committee — Stdéindbook Private - December 2008.



The policy covers all the areas that we work in #redresources that we use including our

work materials, play materials, library resourdbs, physical environment and future training

and development within the Service.

The employer is responsible for implementing thoBqy. It is also responsible for ensuring
that everyone that works in the Service understémel®olicy and agrees to abide by it.

This Policy will be reviewed by the employer oregular (state interval) basis.

| agree to abide by the terms of this policy:

Signed:
Date:

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/actsAB2404.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.
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We are committed to providing a work environmepeffrom 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 orPtiegention and Resolution of
Bullying at Work http://publications.hsa.ie/index.asp?lociD=12&docIB-222.

Every employee has an obligation to be aware oaffexts of their behaviour. The multi-
cultural beliefs and practices of all of our colleas should be considered in relation to our
code of conduct, remarks, dress code, communicatosters, e-mails, computer or other
screen displays and anything which may cause céfema person’s gender, race, marital
status, religion, family status, age, sexual oagah, disability or membership of the
Traveller community.

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.

| agree to abide by the terms of this policy:

Signed:

Date:

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/acts4B2404.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.
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The purpose of the procedure is to make clearelagionship between people empowered by
the Service to take Disciplinary Action and emplegyevho are the subject of Disciplinary
Action so that all concerned understand their ggirtd 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 thenb@tionary Period to whom the

Disciplinary Procedure for Probationary Employealisapply.

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 thetegt of supervision and support.

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

To ensure that employees at all stages in the isary 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 hawborough knowledge of them and

know how to conduct Disciplinary Interviews and fiegs. The Service shall ensure that
appropriate training for this important respondgipiis available.

Employees’ personal problems may, where appropti&¢aken 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 vésitobring discredit to the Service.

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

Consistently poor time keeping;

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 employeegaareinployer/manager
Repeated breach of the Service’s policies;

Bearing false witness.
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Addressing disciplinary action is the responsipitit the employer. This may be undertaken
through the Manager or under guidance from angpjate advisor.

Employees may, at all stages in this proceduradvesed 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 aangployee 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 anoliicome 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 mutoasent.

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

The Service will ensure that a proper investigatibthe 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 confidentiabyg far as is possible.
Transfer or suspension of an employee may be viasddrms of discipline in this
context.

All employees have a right to Appeal any decisang an appeals procedure will be agreed.

Disciplinary Procedure

Where an employee’s conduct, attendance or perfiwenavarrants 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 exarSpdge 3 (Written Warning) or Stage 4 (Final
Written Warning).

Stage 1 - First Verbal Warning

The employer or his/her representative will condudisciplinary interview and may decide
to issue a formal verbal warning. In this casea@mployer or his/her representative will
agree with an employee and/or his or her represeata

What action or improvement is to be taken to préWenrher disciplinary action;
The time limit by which action shall be taken ompimvement made;
A plan for assistance and review will be agreed.
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Stage 2 - Second Verbal Warning

If the employer or his/her representative considéey the 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 pregreas not been satisfactory will be
clearly outlined. In this case, the employer orties representative will agree with an
employee and/or his or her 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 employer or his/her representative considéter the Stage 2 review that progress is
unsatisfactory, then it may decide to issue a @nitarning. This will be done no later than
twenty working days after a review. This first weit 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 employer or his/her representative is ofdp@ion that after a Stage 3 review that
progress is still unsatisfactory, then a hearinlglvei held as soon as possible (not later than
twenty working days after the review). The emplogehis/her representative may decide to
issue a second and final written warning. The fimalten warning will state that any
subsequent lack of progress or recurrence of ttemad will result in dismissal.

Stage 4 — Dismissal

If progress is still unsatisfactory, the employehis/her representative may decide to dismiss
an employee. Dismissal will be confirmed in writiagd will be within the terms of the
Minimum Notice and Terms of Employment Act (197Bis letter will state 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 Gros®iigct are:

Placing a child in danger or endangeringilmlctvhether by act or omission

Malicious mischief resulting in danger to other éoypes or other persons or danger to
or destruction of the Service’s property or equiptne

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

In the course of employment, inflicting bodily imyuon another person;
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Serious breaches of the Service’s Equal OpporamRiolicy;
Serious breaches of the Service’s Health and S&fetigy;
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. Suchspension 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 tbat if the complaint is upheld it could
lead to his or her dismissal.

Before a decision is reached an employee will berviewed by the employer or his/her
representative and given the opportunity to staéér case.

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

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

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

Conduct of Disciplinary Interviews/Hearings
At all stages of the Disciplinary Procedure:

1. The employer and/or his/her representativestéte the complaint(s) made against
the employee, will state the investigation that besn carried out, referring where
necessary to appropriate documentation, and mawitaésses 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:

The employer and/or his/her representative willstjoa the witness;
The employee or representative can question threesst

The employee or representative can question théogmemor his/her representative at
the conclusion of his/her presentation.

2. The employee and/or representative will predememployee’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;
The employer or his/her representative can queti@nvitness.
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The employer or his/her representative can quettieemployee or his/her
representative at the conclusion of the employease.

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

The employer and/or his/her representative wilhdiaw to consider the case. The
decision that the Service arrives at will be coraceyerbally to the employee at the
end of the hearing and will be confirmed in writiafjerwards.

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.

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 employer or his/her representative censithat a probationary employee is
incapable of performing, or has failed to perfohra tuties of his or her post to the required
standard, the matter will be dealt with through siistem of Probationary Assessment (see
Probation).

In cases of misconduct, a probationary employelenwatl be dismissed, without having
received, on a previous occasion; one recordedimgoutlining the consequences of further
misconduct.

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 haveitite to be accompanied by a Trade Union
representative or person of his or her choice.

An employee and representative will be allowedasoaable 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 dayerh the first date proposed by the
employer.

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

A probationary employee who is dissatisfied wittisciplinary decision taken against him or
her, including one of dismissal, has the rightmgeal against the decision. An appeals
procedure will be agreed with the employer.

The appeal will be heard as soon as possible lduates than ten working days from the
receipt of notification from an employee. The ds}e(nd time(s) of any appeal hearing(s)
will be agreed between the relevant parties.
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The appeals process provides the opportunity Apeals Panel to consider any new
evidence not previously presented and to considkeidecision 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 viasddrms of discipline in this context.
| agree to abide by the terms of this policy:

Signed:

Date:

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/actsAAB2404.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 fwress 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.
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The grievance procedure shall be followed if an leyg®e feels that s/he has a grievance
against the operation or decisions of the Servia@nother employee, which affects his/her
ability to perform his/her job satisfactorily.

The aim of the grievance procedure is to enabteafad quick resolution of any problem or
grievance an employee may have relating to highgsloyment. 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 Wiese 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 Seshadl 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 anolicome 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 giwezveryone 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 evegesty mutual consent. The date and time
of grievance hearing(s) will be agreed betweewfdihe relevant parties.

An employee and representative will be allowed adégjtime 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 representativetaadervice.

No action to change an employee’s Terms and Camditof Employment will be taken while
s/he is following the grievance procedure.

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 matteaanndividual level with the person involved
or responsible for causing the grievance. If ita$ possible to resolve the issue on a one-to-
one basis the complainant shall go to his/her imatedgupervisor. They shall investigate the
grievance and shall do their best to resolve thiégeamas soon as possible and, in any event,
within ten working days.
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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 employer or his/her
representative. They will investigate the grievaaond will endeavour to resolve the matter as
soon as possible and, in any event, within ten iagriays.

Stage 3

If the matter is not resolved, the complaint camagle in writing to the employer or his/her
representative. Following this, an attempt willbade to resolve it within fifteen working
days.

Stage 4

If still unresolved, all parties have the rightatsk for the assistance of an agreed outside
arbitrator. The employer or his/her representatilkearrange for a meeting of all parties

with the arbitrator within 28 days of their agreert® have an arbitrator. The decision of the
arbitrator will be final.

Grievance and Disciplinary Procedure
This procedure is to be followed if an employeddafie/he has a grievance that affects
her/his ability to perform her/his job satisfackpri
1. The complainant will raise the matter with hes/immediate 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 mat/the grievance to the employer or
his/her representative.
3. If still unsatisfied, you may appeal to an agrdrbitrator for a recommendation.

In all cases of grievance, the employee may haepr@sentative or a friend present.
| agree to abide by the terms of this policy:

Signed:

Date:

4.7 Information on Dismissal(Source: Comhairle)

You are entitled to notice if you are dismissedrfrgour job. If you are dismissed from your
employment, you may, under certain conditions,gérclaim for unfair dismissal against
your employer. The unfair dismissals legislatiorretand does not actually protect you from
dismissal; rather it provides a system of appearefny you can question the fairness of your
dismissal after it has occurred. In general, alplxyees are covered by the legislation but
each employee must meet certain conditions. Noyatli employee must have been in the
same employment for at least a year in order toghai claim for unfair dismissal.
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However, there are important exceptions to thisegarrule. If you have less than 12 months’
continuous service, you may bring a claim for unféémissal if you are dismissed for:

Trade union membership or activity

Pregnancy, giving birth or breastfeeding or anytematconnected with pregnancy or birth
Availing of rights granted by the Maternity Protect 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 dismissexaif 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 contaiavyssions 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 boffiered, you may accept payment
instead of notice. If you accept a payment inste#faubtice, your employment is considered
to have ended on the date on which the noticeyérg 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. Whilsleiyon 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
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 entitled¢oeaive 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
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where it is legal to pay an employee instead oihgiannual leave. If your employment stops
during the week ending on the day before a puldizlay and you have worked for your
employer for the previous four weeks, you shoutteiee an additional day’s pay for the
public holiday. This also applies to part-time eaygles who have established a right to the
public holiday by working at least 40 hours in grevious five weeks.

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

Yes. If you leave your job without being dismissgol) may still have a claim for unfair
dismissal. This is known as constructive dismissal arises where you consider that you
have no alternative but to leave because the dgondiin 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 dismissaine)dhowever, 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 em@idgr a written statement of the reasons
for the dismissal. Your employer should provides tstiatement within 14 days of the request.
There is, however, no penalty placed on an emplaer 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 groumdisstify it. An employer must be able to
show that the reason for the dismissal was condeuith the employee’s capability,
competence, qualifications, conduct, redundancpased 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 wakair?
An employer could give the following reasons fasrdissal:

Capability — This includes factors such as lateness, absente®eid persistent illness, either
short term or long term. An employer faced with pineblem 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 siturats 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
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 apyfor the job. Alternatively, it could
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involve the employee’s failure to obtain qualificais 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 circumstarddeke case

Other s=ubstantial grounds— This category is designed to include any situatioot already
covered, but it is up to the employer to estalinsit 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 nedésothe 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
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, fong{a 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
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dismissal (re-engagement). Re-engagement is ngre@bisidered 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 gnay be entitled to Jobseeker’s Benefit.
If you do not have enough PRSI contributions youy opaalify 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 yemployer should give you your P45
which is a record of your tax and PRSI paid.

Enforcing your rights

Disputes concerning minimum notice may be refetoetthe Employment Appeals Tribunal.
Disputes in relation to pay for untaken holidaysyrha 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, naira@dundancy. Claims for unfair
dismissal may be brought to a Rights Commissidnaoth 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 Law in Relation to Information

Procedures

The entire process of recruitment and selectioraoflidates may 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 balanceterview panels.

Interviewers should be willing to participate iaitring to prepare them for recruitment.

Advertising

The advertisement will state that the employenig&qual Opportunities employer. To do this
the employer must have ratified this policy. Pegtsbe advertised internally.

Short listing
Short listing will be done with reference to a pdscription and person specification and will
be based solely on academic, educational and wqérences and qualifications.

The applications of current employees shall bee¢dean an equal basis with external
applications.
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Interviewing

Individuals shall be selected for employment onliasis 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 theigar on how they meet the criteria of the

job description and person specification.

The interviewers will complete Evaluation Forms éaich candidate.

Choosing a Candidate/s

Before making a job offer or signing of contradte employer may conduct reference
checks, ask for proof of identification, look fognfication of certificates, ask for garda
vetting and results of a medical examination. Téredodate’s permission will be received
prior to conducting reference checks.

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 interviewecdeaihe 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 provide candidatéls the right to request access to
personal data and this must be given this inforomatvithin 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 amthinking behind the information noted.
All written material, including the notes you keafinterview to help you mark the
candidates may be made available to the candiiatddsthe candidate request it.

Any candidate who feels that s/he has been unlandiigcriminated against has a right of
complaint, which can be exercised by writing to 8ezvice. If the Service does not uphold
the complaint, the complainant has the right toehiéne complaint investigated by the
appropriate mechanisms of the State.

Any information regarding recruitment, however atal, is confidential to the employer
and his/her representatives involved in the recreitt process.

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
employer or his/her representative.

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 the lyygr or his/her representative
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 Service, 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 theagpess 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.

Staff members are only eligible for support fordeterm training when they
completed the appropriate probationary period.
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Fees will be paid directly to course providers loeraatively reimbursed on
production of an invoice.

Transport or accommodation costs will not be meegkin 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 resources (photocopier,rmatetc.) will be by prior
agreement

| agree to abide 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 employer or his/her
representative 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 avoédstind burn out in the workplace
Identify training and development needs within 8esvice
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:
Formal meetings will be held regularly betweenehgloyer or his/her representative
and the relevant employee - to ensure that all epels have access to their employer.

The Service Manager is responsible for the dayaip+danagement of staff memhbers

In a larger organisation:
Every employee has formal access to their emplityeugh the Manager of the Service
and meetings should be held on a regular basiséiylanager with room managers.
Team meetings (including all members of staff) wél held regularly to manage the
‘day-to-day’ work of the project

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.

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
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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 challengarg stressful

The manager and employer do not have the skil[ggmance or confidence to provide
appropriate support and supervision for staff menshe

Guidelines to developing effective Support and Supésion 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 sugpervcontract 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 processw-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

Keep the session structured and agree an agenol& Ile¢ 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 thensape should agree all records

and both parties should have a copy. Follow up batwvas agreed at the support and
supervision session

| agree to be bound by the terms of the above yolic

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 undertakeagular 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 thegamd 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 fhs into the Service,
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.

| agree to be part of an appraisal process asedtkbove.
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 onthaad 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 Service’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 anlsis
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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 employer or
his/her representative will review it on a regulasis.

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 mawvedternative work. If it is not possible for
the employee to be assigned alternative work, stéevgiven health and safety leave.
During health and safety leave, the employer dhkisrepresentative 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 MaterBignefit, if you are pregnant;

14 weeks following the date on which you gave biiftiou 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 employer/manager in consultation with staff éstablished procedures for dealing with
complaints of bullying in the workplace and dealhwsuch complaints immediately.

The Employment Equality Act 1998 places an oblmatn 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 girs 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 beaa@ut 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 exgare, 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 beakgn against those who breach
confidentiality.

Openness and transparency is a part of the phitgsofpcommunity 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 claritywlwhat should be confidential can cause
significant problems. It is important that everganvolved in the Service is aware of what
issues are confidential and are familiar with B@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 ®nay 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 and in accordance
with ‘Children First’ guidelines of the Health Sexgs Executive.

Meetings

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

and management. At meetings it is advised thafall®ving remain confidential:
Discussions or questions around issues that conlcerBervice that are awaiting a
decision / endorsement by the employer or his/eresentative.

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

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

Information — relating to children, families or ggs 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.
Personal difficulties that either employer or staffy be experiencing.
Any information that is part of the recruitment pess
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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 and employer

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.

The employer or his/her representative 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 Service is committed to complying with the terof the Data Protection Acts 1998/2003
http://www.dataprotection.ie/documents/legal/ContgiemAct. pdf

All information and documentation (files and comnuoations) you come in contact with in
the course of your employment is to be treatethénstrictest confidence and shall not, during
the course of your employment or subsequently i$dased 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 fastdbution 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 duraenghanagement debate / discussion —
the chairperson or facilitator of the meeting skalearly state this at the meeting.

It is the responsibility of the chairperson or faé@ior to ensure that everyone is aware
of this.

If a member wants a particular issue / conceretoain confidential they should raise
it for discussion at a group meeting and get ¢taiion and / or agreement on it.

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

All new members of the Service will be asked gnghis policy.
| have read fully and am willing to abide by theadls of this confidentiality policy:

Signed:
Date:
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4.14 Mobile Phone Usage Policy

Staff are welcome to leave the phone number o$éneice 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. Staff will Baample opportunity to make calls on
personal mobiles during work breaks.

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

Signed:

Date:
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4.15 Time Off in Lieu Policy

According to legislation in the form of the Orgaatisn of Working Time Act 1997, section
25: http://www.irishstatutebook.ie/ZZA20Y1997S25.hterhployers are obliged to keep an
accurate record of working times. To do this Sendtaff 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 the employer or his/fepresentative in managing the Service
need to know the work staff are doing, the housff stembers are available to the public and
when the Centre is open.

The working hours for staff are as outlined in BEraployment 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 organsgidgnanaging 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 manager/employer

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 employer or his/her representative is resptano overseeing the maintenance of the
time sheets and has the right to seek clarificaggrarding the details of records provided by
employees

| agree to abide by the terms of this policy.

Signed:

Date:

Galway City and County Child Care Committee — Stdéindbook Private - December 2008.



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 ies &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 company policyaddition, 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, mifed 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.

Definitions

Examples of the equipment in question in this polclude telephone, fax, voice mail,
computers, e- mail, Internet, and other electrenimmunication links whether they are on
site, mobile, or remote.

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.
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This Service is committed to providing computingaerces, including e-mail and Internet
access, for staff use to promote the aims of theiGe

Responsibilities

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

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

Only staff and volunteers of the Service may ugecttmputer resources. Unauthorised use
may lead to prosecution under the Criminal Damage<991

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

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

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 peas privacy when using the Service ’s
equipment and services. All information, data e<ficreated, received, downloaded, stored,
transmitted, deleted or used while in the emplothefService are the Service ’'s property.

The Service may monitor, copy, access, or discdmgenformation 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 Servicepslicies 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 continsiolThe 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-miainay do so for the following reasons:
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 @atibns of misconduct
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Such monitoring of e-mail will be authorised by #maployer or his/her representative.

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
Service’s solicitors in anticipation of litigatiar in the course of legal proceedings

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

An employee's contract with the Service obligesritio 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&-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@t 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 coumeation of images or text consisting
of:

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

Anything else that may be construed as illegallyabsing 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 garmgbpornography, off-colour
jokes, hate speech and similar sites; or, anyitatien or distribution unrelated or
contrary to the aims and objectives and underlpimgciples of the Service.
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Viewing, storing or propagating of any from of madéthat 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 company information to any sitesit confidential or otherwise,
or commenting on company matters at any time

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

No attempt should be made to circumvent systenriggcincluding firewalls, put in place to
protect the company.

Offensive screensavers are strictly prohibited.

Conduct that is inconsistent with the ethos ancedgithg principles of the Programme and
the Service is forbidden. If a person has engageuproper 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.

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

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 forwairtappropriate material of any nature.

All employees must immediately report any suspi@orevidence of abuse.

Licence

All software is the property of the company. Thenpany 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.

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_Directivétml

This legislation confers considerable rights onvitthals 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
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adequate, relevant and not excessive in relatidinet@urposes for which they are collected
and processed. Data may only be processed whemlbiject 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

We agree to abide by the directions of this policy
Signed:

Date:
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Section 6  Staff

Each staff member must be clear to whom they areustable. If you are in any way unclear
discuss this with your manager/employer. The emgrloyanager will attempt to ensure the
following for staff.

Among the items that we wish to clearly commuradatstaff are:

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

e to what standard and

e Within what time scale?

Staff will be informed by of their performance iohgeving their work. Management will
offer staff supports to assist them in the workhef Service.

The employer and manager will ensure that the 8engicompliant with legislation and in
areas such as discrimination and health and safefye workplace.

The employer and manager, in conjunction with Ggl®ay and County Childcare
Committee, will ensure the introduction and impletagion of a range of employment
related policies and procedures

The employer and manager will recruit staff to 8exvice 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 employer and manager will ensure an inductrongss is in place for new employees.

The employer and manager will ensure that the temmasconditions as agreed in the
Contract of Employment are met.

The employer will maintain the relevant documewiain personnel files. This will include
records of hours worked, holidays, annual leaveahdr leave, time in lieu.

It is the role of manager/employer to approve ttemting of time in lieu, annual leave and
other leave to the Manager prior to such leaveg&iken.

The employer and manager ill ensure and the tefrpgobation are met and communicated
to staff.

The employer and manager will hold regular staffpgrt 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 befar after other important meetings as this
has been found to distract from the meeting and tam its effectiveness.

The employer and/or manager will meet with, anévelable to all staff within the Service.
This includes staff in temporary employment, wolkcement and work schemes.

The employer and manager will endeavour to en$atestaff is treated with dignity and
respect. Where difficulties arise the employer andianager will address such difficulties
according to the policies and procedures agred#ueilContract of Employment.

Galway City and County Child Care Committee — Stdéindbook Private - December 2008.



The employer and/or manager will evaluate the divenans and conditions of employment
within the Service annually.

The employer and/or manager will ensure active stepare taken to prevent bullying in
the work place and such steps must be noted in adléh and safety statement in line
with directions given in the Safety, Health and Wdhre at Work Act 2005:
http://www.oireachtas.ie/documents/bills28/acts&ZaA005.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

The employer/manager will ensure that the dataifiodmation concerning staffing issues is
filed properly and is maintained in line with dg@t@tection legislation Data Protection Act
1988 http://www.acts.ie/zza25y1988.1.htaainended 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|

Confidentiality

The employer/manager will inform staff that certaiformation concerning the workplace
cannot be kept confidential. If a member of stadikes information known to the
manager/employer that may have legal implicatibes the manager/employer are bound
by their duty to be a good employer to investighteaccuracy of such information.
Otherwise information on staff files will be kegirdidential in line with the confidentiality
policy and data legislation.

Staff Welfare and Safety
If you are aware of any factor that will improvesthealth, welfare and job satisfaction in the
workplace please bring this to our attention.
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Section 7 Code of Conduct

The Service’s Code of Conduct forms part of theneand conditions of employment of
each and every employee. On appointment, pleaseasireturn a copy to the
Manager/employer.

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.

Please note that under the terms of The ProtefdidAersons Reporting Child Abuse Act,
1998 immunity is provided from civil liability toggsons who report child abuse “reasonably
and in good faith” to the Health Services Executivéhe Gardai. This means that, even if a
reported suspicion of child abuse proves unfoundgaintiff who took an action would
have to prove that the reporter had not acted neddp and in good faith in making the
report. This Act came into operation on 23rd Japub®99. It also means that you cannot be
victimised by your employer for reporting a chilouse concern if you did so in good faith.

The Service requires all staff and managementdplaly a duty of care to the Service in
respect of business ethics and to protect configentormation. 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 redquor conform to a high standard of
ethics in relation Service activities with paremstsff of other agencies, suppliers and visitors
to the Service.

The Service is committed to policies and practtbes promote diversity and provide
equality of opportunity for all, protect the digninf employees and promote respect for
others at work. All employees and members of taiwiSe are required to take personal and
individual responsibility to comply with these poés and behave in a non-discriminatory
way and not to participate in any acts of inappedprbehaviour, harassment or bullying. All
employees and members of the Service must haveedaed for the health and safety of
themselves, their colleagues and the company’splack in general.

Employees must declare in writing any potentialfectnof interest that might affect their
impartiality in carrying out their duties. Emplagepursuing other business activities are
asked to inform the Service so the Service ismbireach of the Organisation of Working
Time Act 1997.

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

All persons employed by the Service and membekasfagement have a duty to promptly
report to the manager/employer, any evidence wpiraproper conduct or practice of which
they are or become aware. (Improper conduct meanglegal, fraudulent, dishonest,
negligent or otherwise unethical action arisingamnection with the Service).

Employees and members of Management are requingetect confidential information and
not disclose it to others. You may not remove éoguments or items belonging to the
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company or which contain any confidential informatfrom the Service’s premises at any
time without proper advance authorisation. Emplsya®d members of Management should
not discuss the children who attend the Serviagr 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, members of Management amalay/ers must behave with honesty
and integrity and respect the rights and privacgtbérs in relation to electronic
communication and information. It is the resporigibof each person who utilises electronic
communications to safeguard Service informatiomhgerstanding and complying with all
policies in this area. The Service reserves th# tgmonitor all electronic communication
and files.

Upon termination of employment, employees and meswbeManagement shall properly
deliver up to the Service all manuals, employealbank, letters, notes, notebooks, reports
and all other materials of a secret or confidemtalre or under the control of employees and
management. They remain at all times the propdriyeoService.

Breaches of this Code of Conduct, other employéieips and procedures, and other
company procedures will be regarded as a breadtscpline and will be dealt with in
accordance with the Service’s employee disciplimaocedure.

| agree to abide by the terms of this policy:

Signed

Date
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Websites

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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