


A Guide to Policies and Procedures for Community Organisations

Introduction

The sample company, employment and policy templates are divided into three sections corresponding to
A Guide to Policies and Procedures for Community Organisations:

Section 1 Setting up a Company
Section 2 Becoming an Employer
Section 3 Developing Policies and Procedures

The templates should be reviewed carefully and amended to reflect an organisation’s specific requirements
and current legislation. It is not recommended that the sample material is downloaded and the organisation’s
name just inserted.

Organisations should consider training and mentoring in relation to governance and developing policies and
procedures. In particular, organisations should avail of training and mentoring in tailoring the template
documents found on this CD to suit the requirements of their individual organisations.

Southside Community Training Network provides training for organisations and can be contacted on
telephone 01 209 0610 or by email: sandra.campbell@sspship.ie. Current training opportunities can also be
found on their website www.trainingnetwork.ie.

NOTES

The word organisation is used throughout the guide and CD. Organisation may also refer to groups,
companies, networks and centres that operate in the not-for-profit sector.

The title Manager is used throughout the guide and CD to refer to the person selected by the Board of
Directors to oversee all day-to-day operations of the organisation and act as liaison between the staff and the
Board of Directors. This person is sometimes called the Chief Executive or Executive Director. Each

organisation should amend the language in the template documents to suit their organisation’s structure.

The focus of the material on this CD is core-funded staff and not staff employed through FAS labour market
schemes.



Indicates material referring specifically to childcare services.

The templates on this CD are for reference purposes only. The templates should be used as a basis for
organisations to develop their own documents. They should not be used by merely inserting the organisation’s
name, but should be studied in detail and amended according to individual needs and to reflect current
legislation. This guide does not purport to be a document giving legal advice or legal interpretation and should
not be used as a substitute for legal advice. While every care has been taken to ensure the accuracy of this
publication, no liability is accepted by Southside Partnership DLR, the Southside Community Training Network,
Canavan & Byrne or other contributors for any errors. References to legislation in this guide are accurate at
the time of writing, however organisations should ensure when developing company documents and policies
to investigate updates to the legislation referenced herein.

The sample material in this template section has been compiled and adapted from a variety of sources
including material supplied from Southside Partnership DLR, Canavan & Byrne and other contributors, as well
as a variety of websites (acknowledged in the guide).
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SAMPLE MEMORANDUM AND ARTICLES OF ASSOCIATION

A COMPANY LIMITED BY GUARANTEE AND NOT HAVING A SHARE CAPITAL

COMPANIES ACTS, 1963 TO 2005

COMPANY LIMITED BY GUARANTEE AND NOT HAVING A SHARE CAPITAL

MEMORANDUM OF ASSOCIATION

OF

[INSERT ORGANISATION NAME]

1.

2.

The name of the Company is

The objects for which the Company is established are:

Insert objects of the Company here. For example:

0}

(ii)

(ii)

(iv)

v)

(vi)

To provide an affordable, accessible and quality childcare service in the
area.

To provide a service environment which promotes the social, emotional, physical and intellectual
needs of the children in the care of the créche.

To provide training and professional development opportunities consistent with best practice for all
in its employment.

To inform and influence developments in childcare at a local, national and international level.

To ensure that all policies and services do not discriminate on grounds of gender, marital status,
family status, age, race, religion, disability, sexual orientation and membership of the Travelling
Community.

To open and operate bank accounts and to borrow or raise money in such manner as the
Company shall think fit, and in particular by the issue of debentures or debenture stock (perpetual
or otherwise), and to secure the repayment of any money borrowed, raised or owing by mortgage,
charge or lien upon the whole or any part of the Company’s property assets, (whether present or



future), including its uncalled capital, and also by a similar mortgage, charge or lien to secure and
guarantee the performance by the Company of any obligation or liability it may undertake.

3. In order for the Company to pursue the foregoing objectives the Company is empowered to do and
carry out all such things as are in the opinion of the Directors incidental to or conducive to the
attainment of the above objects or any one of them provided that the Company shall not support with
its funds and endeavour to impose on or procure to be observed by its members or any others any
regulation or restriction which if an object of the Company would make it a trade union.

4. The income and property of the Company, when so ever derived, shall be applied solely towards the
promotion of the objects of the Company as set forth in this Memorandum of Association and no
portion thereof shall be paid or transferred directly or indirectly, by way of dividends, bonus or otherwise
howsoever by way of profit, to the members of the Company.

5. Provided that nothing herein shall prevent the payment, in good faith, of reasonable and proper
remuneration to any officer or servant of the Company, or to any member of the Company, in return for
any services actually rendered to the Company, nor prevent the payment of interest at a rate not
exceeding five per cent per annum on money lent or reasonable and proper rent on premises demised
or let by any member to the company; but so that no member of the Board of Directors or any
Committee of the Company shall be appointed to any salaried office of the Company or any office of
the Company paid by fees, and that no remuneration or other benefit in money or money's worth shall
be given by the Company to any member of such Board of Directors or Committee, except repayment
of out-of-pocket expenses and interest at the rate aforesaid on money lent or reasonable and proper
rent for premises demised or let to the Company: provided that the provision last aforesaid shall not
apply to any payment to any Company of which a member of the Board of Directors or committee of
Directors may be a member, and in which such member shall not be bound to account for any share of
profits he may receive in respect of any such payment.

6. The liability of the members is limited.

7. Every member of the Company undertakes to contribute to the assets of the Company, in the event of
the same being wound up while he is a member or within one year after he ceases to be a member, for
payment of the debts and liabilities of the Company contracted before he ceases to be a member, and of
the costs, charges and expenses of winding up, and for the adjustment of the rights of the contributories
among themselves, such amount as may be required not exceeding €

8. If upon the winding up or dissolution of the Company there remains, after the satisfaction of all its debts
and liabilities, any property whatsoever, the same shall not be paid to or distributed among the members
of the Company but shall be given or transferred to some other institution or institutions having objects
similar to the objects of the Company, and which shall prohibit the distribution of its or their income and
property among its or their members to an extent at least as great as is imposed on the Company
under or by virtue of Clause 4 hereof, such institution or institutions to be determined by the members
of the Company at or before the time of dissolution, and if and so far as effect cannot be given to such
provision, then to some charitable object.
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9. No addition, alteration or amendments shall be made to or in the provision in the Memorandum or
Articles of Association of the Company for the time being in force unless the same shall have been
previously submitted to and approved by the Revenue Commissioners.

10. Annual Accounts will be maintained and will be available for inspection by the Revenue Commissioners
at their request.

We, the several persons whose names, addresses and description are subscribed, wish to be formed into a
Company in pursuance of this Memorandum of Association.

Names, Addresses and Description of Subscribers:

Dated this day of

WITNESS TO THE ABOVE SIGNATURES:



THE COMPANIES ACTS, 1963 TO 2005

COMPANY LIMITED BY GUARANTEE AND NOT HAVING A SHARE
CAPITAL

ARTICLES OF ASSOCIATION

OF

[INSERT ORGANISATION NAME]

INTERPRETATION

1.

In these articles:-

“the Act” means the Companies Act, 1963-2005;

“the Directors” means the Directors for the time being of the Company or the Directors present at a
meeting of the Board of Directors and includes any person occupying the position of Director by

whatever name called;

“the Committee” means the Management Committee of the Company, that is the Directors of the
Company and other non-Director members;

“Secretary” means any person appointed to perform the duties of the Secretary of the Company;
“the Seal” means the Common Seal of the Company;

“the office” means the registered office for the time being of the Company.

Expressions referring to writing shall, unless the contrary intention appears, be construed as including
references to printing, lithography, photography and any other modes of representing or reproducing
words in a visible form.

Unless the contrary intention appears, words or expressions contained in these Articles shall bear the

same meaning as in the Act, or any statutory modification thereof in force at the date at which these
Articles become binding on the Company.
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MEMBERS

2. The number of members with which the Company proposes to be registered is [insert number] but the
Directors may from time to time register an increase in numbers.

3. The subscribers to the Memorandum of Association and such other persons as the Directors shall admit
to membership shall be members of the Company.

4. The rights and liabilities attaching to any Member of the Company may be varied from time to time by a
Special Resolution of the Company.

5. An application for membership may be approved or rejected by the Directors.

6. The Directors should have the right for good and sufficient reason to terminate membership of any
member, provided that the member concerned shall have a right to be heard before a final decision is
made.

GENERAL MEETINGS
7. All general meetings of the Company shall be held in the State.

8. (1) Subject to paragraph (2), the Company shall in each year hold a general meeting as its annual
general meeting in addition to any other meetings in that year and shall specify the meeting as such
in the notices calling it; and not more than 15 months shall elapse between the date of one annual
general meeting of the Company and that of the next.

(2) So long as the Company holds its first annual general meeting within 18 months of its
incorporation, it need not hold it in the year of its incorporation or in the following year. Subject to
Article 7, the annual general meeting shall be held at such a time and at such place in the State as
the Directors shall appoint.

9. All general meetings other than annual general meetings shall be called extraordinary general meetings.

10. The Directors may, whenever they think fit, convene an extraordinary general meeting and extraordinary
general meetings shall also be convened on such requisition or in default may be convened by such
requisitions as provided by Section 132 of the Act. If at any time there are not within the State sufficient
Directors capable of acting to form a quorum any Director or any two members of the Company may
convene an extraordinary general meeting in the same manner as nearly as possible as that in which
meetings may be convened by the Directors.

NOTICE OF GENERAL MEETINGS

11. Subject to Sections 133 and 141 of the Act an annual general meeting and a meeting called for the
passing of a special resolution shall be called by 21 days’ notice in writing at the least and a meeting of
the Company (other than an annual general meeting or a meeting for the passing of a special resolution)
shall be called by 14 days’ notice in writing at the least. The notice shall be exclusive of the day on which



12.

it is served or deemed to be served and of the day from which it is given and shall specify the place, the
day and the hour of meeting and in the case of special business the general nature of that business, and
shall be given in manner hereinafter mentioned to such persons as are under the Articles of the
Company entitled to receive notices from the Company.

The accidental omission to give notice of a meeting to or the non-receipt of notice of a meeting by any
person entitled to receive notice shall not invalidate the proceedings at that meeting.

PROCEEDINGS AT GENERAL MEETINGS

13.

14.

15.

16.

17.

18.

10

All business shall be deemed special that is transacted at an extraordinary general meeting, and also all
that is transacted at an annual general meeting, with the exception of the consideration of the accounts,
balance sheets and the reports of the Directors and Auditors, the election of Directors in the place of
those retiring, the re-appointment of the retiring Auditors, and the fixing of the remuneration of the
Auditors.

No business shall be transacted at any general meeting unless a quorum of members is present at the
time when the meeting proceeds to business; save as herein otherwise provided, three members present
in person shall be a quorum.

If within half an hour from the time appointed for the meeting a quorum is not present, the meeting, if
convened upon the requisition of members, shall be dissolved; in any other case it shall stand adjourned
to the same day in the next week at the same time and place, or to such other day and at such other
time and place as the Directors may determine, and if at the adjourned meeting a quorum is not present
within half an hour from the time appointed for the meeting, the members present shall be a quorum.

The Chairman, if any, of the Board of Directors shall preside as Chairman at every general meeting of the
Company, or if there is no such Chairman, or if he is not present within 15 minutes after the time
appointed for the holding of the meeting or is unwilling to act, the Directors present shall elect one of
their number to be Chairman of the meeting.

If at any meeting no Director is willing to act as Chairman or if no Director is present within 15 minutes
after the time appointed for holding the meeting the members present shall choose one of their number
to be Chairman of the meeting.

The Chairman may with the consent of any meeting at which a quorum is present (and shall, if so
directed by the meeting) adjourn the meeting from time to time and from place to place, but no
business shall be transacted at any adjourned meeting other than the business left unfinished at the
meeting from which the adjournment took place. When a meeting is adjourned for 30 days or more,
notice of the adjourned meeting shall be given as in the case of an original meeting. Save as aforesaid, it
shall not be necessary to give any notice of an adjourned meeting or of the business to be transacted at
an adjourned meeting.
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19. At any general meeting a resolution put to the vote of the meeting shall be decided on a show of hands
unless a poll is (before or on the declaration of the result of the show of hands) demanded:-

a) by the Chairman, or
b) by at least three members present in person or by proxy, or

c) by any member or members present in person and representing not less than one-tenth of the
total voting rights of all members having the right to vote at the meeting.

Unless a poll is so demanded, a declaration by the Chairman that a resolution has, on a show of hands,
been carried or carried unanimously or by a particular majority or lost, and an entry to that effect in the
book containing the minutes of proceedings of the Company shall be conclusive evidence of the fact
without proof of the number or proportion of the votes recorded in favour of or against such resolution.
The demand for a poll may be withdrawn.

20. Except as provided in Article 19, if a poll is duly demanded it shall be taken in such manner as the
Chairman directs and the result of the poll shall be deemed to be the resolution of the meeting at which
the poll was demanded.

21. Where there is an equality of votes, whether on a show of hands or on a poll, the Chairman of the
meeting at which the show of hands takes place or at which the poll is demanded, shall be entitled to a
second or casting vote.

22. A poll demanded on the election of a Chairman, or on a question of adjournment shall be taken
forthwith. A poll demanded on any other question shall be taken at such time as the Chairman of the
meeting directs, and any business other than that upon which a poll has been demanded may be
proceeded with pending the taking of the poll.

23. Subject to Section 141 of the Act, a resolution in writing signed by all the members for the time being
entitled to attend and vote on such resolution at a General Meeting for being bodies corporate by their
duly authorised representatives shall be as valid and effective for all purposes as if the resolution had
been passed at a general meeting of the Company duly convened and held, and if described as a special
resolution within the meaning of the Act.

VOTES OF THE MEMBERS
24. Every member shall have a vote.

25. No member shall be entitled to vote at any general meetings unless all monies immediately payable by
him to the Company have been paid.

26. No objection shall be raised to the qualification of any voter except at the meeting or adjourned
meeting at which the vote objected to is given or tendered, and every vote not disallowed at such
meeting shall be valid for all purposes. Any such objection made in due time shall be referred to the
Chairman of the meeting whose decision shall be final and conclusive.

11



27.

28.

29.

30.

31

32.

12

Votes may be given either personally or by proxy.

The instrument appointing a proxy shall be in writing under the hand of the appointer or of his attorney
duly authorized in writing, or, if the appointer is a body corporate, either under seal or under the hand of
any officer or attorney duly authorised. A proxy need not be a member of the Company.

The instrument appointing a proxy and the power of attorney or other authority, if any, under which it is
signed or a notarially certified copy of that power or authority shall be deposited at the office or at such
other place within the State as is specified for that purpose in the notice convening the meeting not less
than 48 hours before the time for holding the meeting or adjourned meeting at which the person
named in the instrument proposes to vote, or, in the case of a poll, not less than 48 hours before the
time appointed for the taking of the poll, and in default the instrument of proxy shall not be treated as
valid.

An instrument appointing a proxy shall be in the following form or a form as near thereto as
circumstances permit:-

I/We, of
in the County of .
being a member/members of the above named Company, hereby appoint
of

or failing him

of

as my/our proxy to vote for me/us on my/our behalf at the
[annual or extraordinary, as the case may be] general meeting

of the Company to be held on the day of
and at any adjournment thereof.

Signed this day of 20

This form is to be used *in favour of/against the resolution.
Unless otherwise instructed, the proxy will vote as he thinks fit.

*Strike out whichever is not desired.

The instrument appointing a proxy shall be deemed to confer authority to demand or join in demanding
a poll.

A vote given in accordance with the terms of an instrument of proxy shall be valid notwithstanding the
previous death or insanity of the principal or revocation of the proxy or of the authority under which the
proxy was executed, if no intimation is received by the Company at the office before the
commencement of the meeting or adjourned meeting at which the proxy is used.
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BODIES CORPORATE ACTING BY REPRESENTATIVES AT MEETINGS

33. Any body corporate which is a member of the Company may by resolution of its Directors or other
governing body authorise such person as it thinks fit to act as its representative at any meeting of the
Company, and the person so authorised shall be entitled to exercise the same powers on behalf of the
body corporate which he represents as that body corporate could exercise if it were an individual
member of the Company.

DIRECTORS

34. The number of Directors is seven and the names of the seven Directors shall be determined in writing
by the subscribers to the Memorandum of Association or a majority of them.

35. The Directors may be paid all travelling, hotel and other expenses properly incurred by them in
attending and returning from meetings of the Directors or any committee of the Directors or general
meeting of the Company or in connection with the business of the Company.

BOARD OF DIRECTORS (MANAGEMENT COMMITTEE)

36. The Management Committee will consist of seven Directors and [insert number] other members. Insert
breakdown of representation here.

DISQUALIFICATION OF COMMITTEE MEMBERS

37. A person shall not be eligible to serve (or continue to serve as the case may be) as a member of the
Committee if he or she:

a) is an undischarged bankrupt or makes any arrangements or composition with her creditors
generally; or

b) has been and remains prohibited from being a Director of any Company by reason of any order
made under the Companies Act or is deemed to be so disqualified under Part VIl of the
Companies Act 1990 or has been within the previous five years a person to whom Section 150 of
the Companies Act 1990 applies; or

c) becomes incapable by reason of mental disorder, illness or injury of managing and administering her
property and affairs; or

d) resigns her office by written notice to the Company; or

e) s directly or indirectly interested in any contract with the Company and fails to declare the nature
of her interest as required by Section 194 of the Companies Act 1963.

13



PROCEEDINGS OF THE COMMITTEE

38.

39.

40.

41.

42,

43.

The Committee may meet together for the dispatch of business, adjourn and otherwise regulate their
meetings as it sees fit. Questions arising at any meeting shall be decided by a majority of votes.\Where
there is an equality of votes, the Chairperson shall have a second or casting vote. A Committee member
may, and the secretary on the request of a Committee member shall, at any time summon a Committee
meeting.

The quorum necessary for the transaction of the business of the Committee may be fixed by the
Committee and unless so fixed shall be one-third of the membership of the Committee, subject to a
minimum of three.

The Committee may act notwithstanding any vacancy in its number, but, if and so long as its number is
reduced below the number fixed by or pursuant to the Articles of the Company as the necessary
quorum of members, the Committee may act for the purpose of increasing the number of members to
that number, or of summoning a general meeting of the Company, but for no other purpose.

The Committee may elect a Chairperson for their meetings and determine the period for which he or
she is to hold office; but if no such Chairperson is elected, or if at any meeting the Chairperson is not
present within five minutes after the time appointed for holding the same, the Committee members
present may choose one of their number to chair the meeting.

The Committee may delegate any of its powers to sub-committees consisting of such persons as it thinks
fit; any sub-committees so formed shall, in the exercise of powers so delegated, conform to any
regulations that may be imposed on it by the Committee and shall report all acts and proceedings to the
Committee as soon as is reasonably practicable.

A sub-committee may elect a Chairperson of its meetings; if no such Chairperson is elected, or if at any
meeting the Chairperson is not present within five minutes after the time appointed for holding the
same, the members present may choose one of their number to chair the meeting.

BORROWING POWERS

44,

The Directors may exercise all the powers of the Company to borrow money and to mortgage or
charge its undertakings and property or any part thereof, and to issue debentures, debenture stock and
other securities, whether outright or as security for any debt, liability or obligation of the Company or of
any third party.

POWERS AND DUTIES OF DIRECTORS

45,

14

The business of the Company shall be managed by the Directors, who may pay all expenses incurred in
promoting and registering the Company, and exercise all such powers of the Company as are not by the
Act or by these Articles required to be exercised by the Company in general meeting subject
nevertheless to the provisions of the Act and of these Articles and to such directions, being not
inconsistent with the aforesaid provisions, as may be given by the Company in general meeting, but no
direction given by the Company in general meeting shall invalidate any prior act of the Directors which
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would have been valid if that direction had not been given.

46. The Directors may from time to time and at any time by power of attorney appoint any company, firm
or person or body of persons, whether nominated directly or indirectly by the Directors to be the
attorney or attorneys of the Company for such purposes and with powers, authorities and discretions
(not exceeding those vested in or exercisable by the Directors under these Articles) and for such period
and subject to such conditions as they may think fit and such powers of attorney may contain such
provisions for the protection and convenience of persons dealing with any such attorney as the Directors
may think fit, and may also authorize any such attorney to delegate all or any of the powers, authorities
and discretions vested in him.

47. All cheques, promissory notes, drafts, bills of exchange and other negotiable instruments, and all receipts
for monies paid to the Company shall be signed, drawn, accepted, endorsed or otherwise executed, as
the case may be by such person or persons and is such manner as the Directors shall from time to time
by resolution determine.

48. The Directors shall cause minutes to be made in books provided for the purpose:-

a) of all appointments of officers made by the Directors;

b) of the names of the Directors present at each meeting of the Directors and of any committee of
the Directors;

c) of all resolutions and proceedings at all meetings of the Company, and of the Directors and of com-
mittees of Directors.

QUALIFICATION OF DIRECTORS
49. The office of Director shall be vacated if the Director -
a) holds any other office or place of profit under the Company, or

b) is adjudged bankrupt in the State or in Northern Ireland or Great Britain or makes any
arrangement or composition with his creditors generally, or

c) becomes prohibited from being a Director by reason of any order made under Part VIl of the
Companies Act, 1990, or

d) becomes of unsound mind, or
e) resigns his office by notice in writing to the Company, or

f)  is convicted of any indictable offence unless the Directors otherwise determine, or

15



g) s directly or indirectly interested in any contract with the Company and fails to declare the nature
of his interest in the manner required by Section 194 of the Act as amended by Section 47 of the
Companies Act, 1990.

INDEMNITY

50.

Every Committee member, agent, auditor, secretary and other officer for the time being of the Company
shall be indemnified out of the assets of the Company against any liability incurred by him in defending
any proceedings whether civil or criminal in relation to his acts while acting in such office in which
judgment is given in his favour or in which he is acquitted or in which relief is granted to him by the
Court.

VOTING ON CONTRACTS

51

52.

53.

54,

55.

56.

57.

58.

16

Director may vote in respect of any contract in which he is interested or any matter arising there out.

At the first annual general meeting of the Company, all the Directors shall retire from office and at the
annual general meeting in every subsequent year one-third of the Directors from the time being, or if
their number is not three or a multiple of three, then the number nearest one-third, shall retire from
office.

The Directors to retire in every year shall be those who have been longest in office since the last
election, but as between persons who became Directors on the same day, those to retire shall (unless
they otherwise agree amongst themselves) be determined by lot.

A retiring Director shall be eligible for re-election.

The Company, at the meeting at which a Director retires in manner aforesaid, may fill the vacated office
by electing a person thereto, and in default the retiring Director shall, if offering himself for re-election, be
deemed to have been re-elected, unless at such meeting it is expressly resolved not to fill such vacated
office or unless a resolution for the re-election of such Director has been put to the meeting and lost.

No person other than a Director retiring at the meeting shall, unless recommended by the Directors, be
eligible for re-election to the office of Director at any general meeting unless, not less than 3, not more
than 21 days before the date appointed for the meeting, there has been left at the office notice in
writing, signed by a Director duly qualified to attend and vote at the meeting for which notice is given, of
his intention to propose such a person for election, and also notice in writing signed by that person of
his willingness to be elected.

The Company may from time to time by ordinary resolution increase or reduce the number of
Directors, and may also determine in what rotation the increased or reduced number is to go out of
office.

The Directors shall have power at any time, and from time to time, to appoint any person to be a
Director, either to fill a casual vacancy or as an addition to the existing Directors but so that the total
number of Directors shall not at any time exceed the number fixed in accordance with these Articles.
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Any Director so appointed shall hold office only until the next annual general meeting, and shall then be
eligible for re-election, but shall not be taken into account in determining the Directors who are to retire
by rotation at such meeting.

59. The Company may by ordinary resolution of which extended notice has been given in accordance with
Section 142 of the Act remove any Director before the expiration of his period of office, notwithstanding
anything in these Articles or in any agreement between the Company and such Director. Such removal
shall be without prejudice to any claim such Director may have for damages for breach of any contract
of service between him and the Company.

60. The Company may by ordinary resolution appoint another person in place of a Director removed from
office under Article 59. Without prejudice to the powers of the Directors under Article 58 the Company
in general meeting may appoint any person to be a Director, either to fill a casual vacancy or as an
additional Director. A person appointed in place of a Director so removed or to fill such a vacancy shall
be subject to retirement at the same time as if he had become a Director on the day on which the
Director in whose place he is appointed was last elected a Director.

PROCEEDINGS OF DIRECTORS

61. The Directors may meet together for the dispatch of business, adjourn and otherwise regulate their
meetings as they think fit. Questions arising at any meeting shall be decided by a majority of votes. Where
there is an equality of votes, the Chairman shall have a second or casting vote. A Director may, and the
Secretary on the requisition of a Director shall, at any time summon a meeting of the Directors. If the
Directors so resolve it shall not be necessary to give notice of a meeting of Directors to any Director
who being resident in the State is for the time being absent from the State.

62. The quorum necessary for the transaction of the business of the Directors may be fixed by the
Directors, and unless so fixed shall be two.

63. The continuing Directors may act notwithstanding any vacancy in their number but, if and so long as their
number is reduced below the number fixed by or pursuant to the Articles of the Company as the
necessary quorum of Directors, the continuing Directors or Director may act for the purpose of
increasing the number of Directors to that number or of summoning a general meeting of the Company,
but for no other purpose.

64. The Directors may elect a Chairman of their meetings and determine the period for which he is to hold
office, but, if no such Chairman is elected or if at any meeting the Chairman is not present within five
minutes after the time appointed for holding the same, the Directors present may choose one of their
number to be Chairman of the meeting.

65. The Directors may delegate any of their powers to committees consisting of such members or members
of the Board as they think fit: any committee so formed shall in the exercise of the powers so delegated,
conform to any regulation that may be imposed on it by the Directors.

66. A committee may elect a Chairman for its meetings; if no such Chairman is elected, or if at any meeting
the Chairman is not present within five minutes after the time appointed for holding the same, the
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members present may choose one of their number to be Chairman of the meeting.

67. A committee may meet and adjourn as it thinks proper. Questions arising at any meeting shall be
determined by a majority of votes of the members present, and when there is an equality of votes, the
Chairman shall have a second or casting vote.

68. All acts done by any meeting of the Directors or of a committee of Directors or by any person acting as
a Director shall, notwithstanding that it is afterwards discovered that there was some defect in the
appointment of any such Director or person acting as aforesaid, or that they or any of them were dis-
qualified, be as valid as if every such person had been duly appointed and was qualified to be a Director.

69. A resolution in writing, signed by all the Directors for the time being entitled to receive notice of a
meeting of the Directors, shall be valid as if it has been passed at a meeting of the Directors duly
convened and held.

SECRETARY

70. The Secretary shall be appointed by the Directors for such term and at such remuneration and upon
such conditions as they may think fit, and any Secretary so appointed may be removed by them.

71. A provision of the Act or these Articles requiring or authorizing a thing to be done by or to a Director
and the Secretary shall not be satisfied by its being done by or to the same person acting both as
Director and as, or in place of, the Secretary.

THE SEAL

72. The seal shall be used only by the authority of the Directors or of a committee of Directors authorised
by the Directors in that behalf, and every instrument to which the seal shall be affixed shall be signed by
a Director and shall be countersigned by the Secretary or by a second Director or by some other
person appointed by the Directors for the purpose.

ACCOUNTS

73. The Directors shall cause proper books of accounts to be kept relating to:-

a) all sums of money received and expended by the Company and the matters in respect of which
the receipt and expenditure takes place;

b) all sales and purchases of goods by the Company, and
c) the assets and liabilities of the Company.
74. The books of account shall be kept at the office or, subject to Section 202 of the Companies Act, 1990,

at such other place as the Directors think fit, and shall at all reasonable times be open to the inspection
of the Directors.
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75. The Directors shall from time to time determine whether and to what extent and at what times and
places and under what conditions or regulations the accounts and books of the Company or any of
them shall open to the inspection of members not being Directors, and no member (not being a
Director) shall have any right of inspecting any account or book or document except as conferred by
statute or authorised by the Directors or by the Company in general meeting.

76. The Directors shall from time to time in accordance with Sections 148, 150, 157 and 158 of the Act
cause to he prepared and to be laid before the annual general meeting of the Company such profit and
loss accounts, balance sheets, group accounts and reports as are required by those Sections to be
prepared and laid before the annual general meeting of the Company.

77. A copy of every balance sheet including every document required by law to be annexed thereto which
is to be laid before the annual general meeting of the Company together with a copy of the Directors’
Report and Auditors’ Report shall not less than 21 days before the date of the annual general meeting,
be sent to every person entitled under the provisions of the Act to receive them.

AUDIT

78. Auditors shall be appointed and their duties regulated in accordance with Sections 160 to 163 of the Act
as amended and extended by Section 182 to 197 of the Companies Act, 1990.

NOTICES

79. A notice may be given by the Company to any member either personally or by sending it by post to him
to his registered address.Where a notice is sent by post, service of the notice shall be deemed to be
effected by properly addressing, prepaying and posting a letter containing the notice, and to have been
effected in the case of the notice of a meeting at the expiration of 24 hours after the letter containing
the same is posted and in any other case at the time at which the letter would be delivered in the
ordinary course of post.

80. Notice of every general meeting shall be given in any manner hereinbefore authorised to:-
a) every member;
b) every person being a personal representative of the Official Assignee in bankruptcy of a member

where the member but for his death or bankruptcy would be entitled to receive notice of the

meeting; and

c) the Auditor for the time being of the Company.

No other person shall be entitled to receive notices of general meetings.
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INSTRUCTIONS FOR SAMPLE FINANCIAL MANAGEMENT POLICY

For financial management, organisations can either use a manual or computerised accounts system.The
practice and control systems should be adhered to in both systems. Procurement and expenses are covered
at the end of this policy. Organisations can adapt the Financial Management Policy according to the system
they use. Organisations may also consider developing separate procurement and expenses policies.

SAMPLE FINANCIAL MANAGEMENT POLICY

PURPOSE
To ensure compliance in relation to the Companies Acts, 1963-2005 and good financial accounting practice.

SCOPE
The Financial Management Policy has been determined by the Board of Directors. This policy applies to all
those in the organisation who have responsibility and accountability for the financial operations.

POLICY AND PROCEDURES
The organisation will adhere to good practice in relation to its finances at all times.

Financial records will be kept so that [Organisation] can:
e  Meet its legal and other obligations.
«  Enable the Board of Directors to have control of the organisation’s finances.
e  Enable the organisation to meet contractual obligations and the requirements of funding bodies.

The organisation will keep proper books of account, which will include:

* A cash book analysing all the transactions in the organisation's bank account(s).
e A petty cash book, if cash purchases are being made.

The financial year for [Organisation] will end on [month].

Accounts will be drawn up after each financial year within three months of the end of the year and will be
presented at the next annual general meeting (AGM).

Before the start of each financial year, the Board of Directors will approve a budgeted income and
expenditure account for the following year.

A report comparing actual income and expenditure with the budget will be presented to the Board of
Directors every three months, and on a monthly basis to both the Chairperson and the Treasurer.

The qualified auditor appointed at the AGM will audit the accounts for presentation to the next AGM.
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Bank

[Organisation] will bank with [insert name of bank] at its [insert location] branch where the accounts will be
held in the name of [insert name]. The following accounts will be maintained: current and business, reserve
and any other project accounts as agreed and approved by the [Organisation] Board of Directors.

The bank mandate (list of people who can sign cheques on the organisation's behalf) will always be approved
and minuted by the Board of Directors, as will all changes to it.

[Organisation] will require the bank to provide statements every month and these will be reconciled with the
cash book every month.The Treasurer will spot check that this reconciliation has been done at least twice a
year, and will sign the cash book.

[Organisation] will not use any other bank or financial institution, use overdraft facilities or invest speculatively
unless authorised, approved and minuted by the Board of Directors.

Receipts (Income)
The aim is to demonstrate that [Organisation] has received all the income to which it is entitled and that it is
all reasonably evidenced.

All monies received will be recorded promptly in the cash book and banked without delay. (Note: This
includes sundry receipts, such as payments for telephone calls and photocopying.) The organisation will
maintain files of documentation (e.g. letters from funding bodies) as back up.

Payments (Expenditure)
The Chairperson or appointed person will be responsible for holding the chequebook (unused and partly
used chequebooks), which should be kept under lock and key.

Blank cheques will never be signed.

Whenever possible, the same person will not be responsible for both ordering, processing and checking
invoices as well as raising cheque requisitions, signing cheques and payments.

Cheques greater than the value of € ____ will require the approval of the finance subcommittee. The
finance subcommittee is able to take Chair's action in order to approve cheques greater than the sum of
€ However,such circumstances will be recorded and reported to the next meeting of the
Board. Signatories to cheques which are greater than

€ must be different than those requesting purchase of items.

The relevant payee's name will always be inscribed on the cheque before signature and the cheque stub will
always be filled in.

No cheques will be signed without original documentation.

Money will only be spent to meet conditions and requirements of the funding bodies and in pursuance of the
objectives of the constitution.
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The Chairperson and/or the Treasurer with (in either case) one other member of the Board of Directors shall
not approve expenditure of more than € nor an overspend on a particular budget heading of more
than 10 per cent, unless this approval should be written down, signed by both people approving it and
reported to and minuted at the next committee meeting.

Payment documentation

Every payment out of the organisation’s bank accounts will be supported by an original invoice (never against
a supplier's statement or final demand). That original will be filed and kept for seven years.The person who
signs the cheque should ensure that the [Organisation] cheque requisition slip is fully completed. This includes
the following:

Cheque number

Date cheque drawn
Amount of cheque
Who signed the cheque

The only exceptions to cheques supported by an original invoice are for items that have a definite future
paper trail but no current invoice, such as advance booking fees for a future course and VAT. In these cases, a
cheque requisition form will be used and a photocopy of the cheque kept.

Wages and salaries

There will be a clear trail to show the authority and reason for payment. Every payment will have a cheque
requisition slip showing who has authorised the payment and for what it was used (e.g. salary, temporary
work, Revenue payments). All staff must be issued with a payslip.

Petty cash

Petty cash will always be maintained through an agreed system. Usually the Board of Directors agree an
amount for the petty cash float. The responsibility for petty cash is usually designated to the Manager or
co-ordinator, who in turn may delegate this responsibility to an accounts or administrative staff member.The
expenditure will be analysed in the petty cash book.

Cheque signatures
Each cheque will be signed by at least two people.

Other undertakings

[Organisation] does not accept liability for any financial commitment unless properly authorised. Any orders
placed or undertakings given, the financial consequences of which are prima facie likely to exceed in total
€ must be authorised and minuted by the Board of Directors.

Confidentiality
The confidentiality of employees’ financial circumstances will be respected at all times.

The Board of Directors, volunteers and employees will at all times act in the best interest of the organisation
and if they experience a conflict of interest, they will not divulge sensitive information.
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Review of financial systems
These controls will be reviewed at the first finance subcommittee meeting after the AGM.

Procurement
[Organisation] will ensure that all expenditure incurred under publicly funded grants (i.e. through Pobal) will
be conducted using the appropriate guidelines for public procurement, as this is a condition of funding.

All suppliers or service providers will be subject to the [Organisation] Procurement Policy. This process is in
place to ensure that the function is discharged honestly, fairly and in a manner that secures best value for
public money.

(Example of cross-referencing. There is no sample Procurement Policy on this CD.)

Expenses

[Organisation] has set out the amounts that may be reclaimed (where appropriate) and how claims should be
submitted in line with best accounting practices. The procedure for claiming expenses applies to employees
and the Board of Directors.

Staff expenses are reimbursed monthly, subject to authorisation by the staff line manager and are processed

by [insert how].
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INSTRUCTIONS FOR GENERAL HEALTH AND SAFETY POLICY

This is a General Health and Safety Policy and not a Safety Statement. Organisations may have other areas
that need to be included under general health and safety policies and procedures. These areas are usually
highlighted when an organisation undertakes a risk assessment or hazard analysis in developing their Safety
Statement. Specific health and safety policies and a Safety Statement should be developed by organisations
based on their individual requirements.

Statement that they refer to the Child Care (Pre-School Services) (No 2) (Amendment)
Regulations 2006 which includes requirements specific to childcare services. For example, fire drills
must be carried out on a monthly basis.

: ’ Childcare services should ensure when they are undertaking a risk assessment to develop a Safety

SAMPLE GENERAL HEALTH AND SAFETY POLICY

PURPOSE

The aim of this policy is to ensure [Organisation] complies with the Safety, Health and Welfare at Work Act
2005 and other subsequent relevant legislation as may be enacted, and to ensure, as far as is reasonably
practicable, the safety, health and welfare of all its staff members, visitors and others through the provision and
maintenance of a safe place of work, safe plant and machinery and safe systems of work.

SCOPE

Health and safety policies and procedures cover staff members, the Board of Directors, service users, visitors
to [Organisation] and any other person who is affected by the work of [Organisation]. These policies and
procedures place a duty of care on all of the above people.

POLICY AND PROCEDURES
The purpose of policies in the health and safety area is to:

e  Ensure protection of the health and safety of all people affected by the work activities of
[Organisation], whether they are staff members, parents, children, clients, visitors or others (amend
as appropriate), through the provision and maintenance of a safe place of work, safe plant and
machinery and safe systems of work.

*  Ensure that [Organisation] complies with the requirements of the current health and safety
legislation.

In the interest of best practice, [Organisation] has included health and safety as part of their induction training
programme. Staff member cooperation in health and safety training is essential.

The [Organisation] approach to health and safety (insofar as reasonable) will be:
1. To provide a safe place of work.
2. To identify and control hazards.

3. To prevent, as far as is reasonably possible, any improper conduct or behaviour likely to put the safety,
health and welfare of employees at risk.
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To consult with staff on all health and safety matters.

To provide protective clothing and equipment where necessary.

To provide a safe means of entering and leaving the building.

To ensure safe work practices.

To provide appropriate information and training to staff members on a continuous basis.
To make health and safety a key issue.

© 0o N UM

Employer responsibilities
The responsibility for the provision of a safe place of work rests with the Board of Directors of

[Organisation].

Specifically, these responsibilities are:

1. To maintain a safe and healthy work environment for employees.

2. To conform to all current statutory requirements.

3. To provide the appropriate type and level of training to enable employees to perform their work safely
and efficiently.

4. To make available to every employee appropriate equipment to ensure health and safety.

5. To maintain a vigilant and continuing interest in all health and safety matters relevant to both the
company and staff.

Employee responsibilities

As a valued employee of [Organisation], you have a responsibility to yourself and your fellow workers to
carry out your work in a safe and considerate manner. Employees must:

1. Co-operate with the company in maintaining a safe workplace.

2. Report any potential hazards to Management and not work in any hazardous conditions should they (in
the employee’s opinion) exist.

Be aware of the nearest emergency exits and fire-fighting and first aid equipment.

Never interfere with or misuse anything provided by the company in the interests of health and safety.
Read the company Safety Statement and obey all mandatory signs.

Not partake in any form of horseplay or prank likely to lead to injury to you or others.

o oA~ W

Safety Statement

The [Organisation] Safety Statement sets out the organisation’s policy with regard to the safety, health and
welfare of its staff members. It is outlined and displayed in the following areas: [insert location]. A copy of the
Safety Statement can be accessed [insert location].

(Example of cross-referencing. There is no sample Safety Statement on this CD.)

Accidents at work

Staff are required to report all accidents and near misses, incidents or potential hazards, whether resulting in
injury or not, to Management. Under the Safety, Health and Welfare at Work (General Application)
Regulations 2007, employers must report certain occurrences to the Health and Safety Authority and ensure
records are kept on site for a period of 10 years.
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The following details are required:

e Date, time and place of the incident

 Name, address, occupation and age of the injured person

e  Circumstances, including cause and nature of the injury and the arrangements made for its treatment

All accidents will be investigated by a member of Management and a written report prepared. Corrective
action will be taken where necessary to avoid a reoccurrence.

If a member of staff is subject to an accident at work, depending on the nature of the accident, they will be
brought to the hospital or local doctor for attention. Any expenses incurred by the staff member (e.g. hospital,
doctor, medication) will be paid by the organisation.

If an accident at work results in an employee’s absence from work for more than three days, this should be
reported to the Health and Safety Authority.

For more information, see the [Organisation] Accident Policy.

(Example of cross-referencing. There is no sample Accident Policy on this CD.)

Accident reporting requirements

All places of work are required to report certain occupational accidents to the Health and Safety Authority.
This includes staff members, the self-employed and persons training for employment. It is also required that
records be kept of accidents. Whenever any of the following events occur, the person designated in the Safety
Statement as Safety Officer must report in writing on the approved form to the Health and Safety Authority,

and must keep a record of it:

e The death of any person, irrespective of whether or not they are at work, as a result of an accident
arising out of work.

e  The death of any staff member which occurs up to a year after a reportable injury at work.

e An accident to any staff member or self-employed person which disables them from carrying out their
normal work for more than three days.

* Injuries requiring medical treatment to a person not at work, but as a result of work activity.

*  Work-related accidents to members of the public which require medical treatment.

Health and safety is also addressed in the Child Care Act, 1991 and the Child Care (Pre-School
Services) (No 2) (Amendment) Regulations 2006.
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Hazard analysis and risk assessment

A hazard is anything at work that might cause harm: e.g. electricity, hot surfaces, lifting heavy loads, slippery
floors and poorly lit stairways. Staff must be aware of the potential hazards and risks involved, and report
specific hazards to Management. A hazard analysis and risk assessment will be carried out at least once a year
by Management. Particular attention will be paid to areas of high risk, such as floors, stairs and manual handling
circumstances.

Fire prevention

All staff members have a responsibility for the prevention and prompt extinguishing of fires. Staff members
must acquaint themselves with the location of fire exits, use of fire extinguishers, raising of fire alarms and the
assembly points in relation to work bases. Staff members are required to attend training when arranged by

[Organisation].

For more information, see the [Organisation] Fire Drill Policy.

(Example of cross-referencing. There is no sample Fire Drill Policy on this CD.)

First aid

First aid boxes are provided to ensure that first aid supplies are easily accessible when required in an
emergency. First aid boxes are located in [insert location]. They are to be checked weekly and shortages
replaced. Employees have an obligation to ensure that first aid boxes, like any safety equipment, are not

tampered with. Free access to first aid boxes must be maintained at all times. Painkillers cannot be provided in
the first aid boxes.

Childcare services should refer to the contents list for first aid boxes for children as outlined in the
Child Care (Pre-School Services) (No 2) (Amendment) Regulations 2006.
For more information, see the [Organisation] First Aid Policy.
(Example of cross-referencing. There is no sample First Aid Policy on this CD.)
Manual handling
Current legislation defines manual handling as:
the transporting of a load by one or more employees and includes lifting, putting down, pushing, carrying or
moving a load, which by reason of its characteristics or of unfavourable ergonomic conditions involves risks,

particularly of back injury, to employees.

Source: Safety, Health and Welfare at Work (General Application) Regulations, 2007. Chapter 4, Article 68.
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Manual handling is a priority issue because it is a major cause of accidents in the workplace. It is the policy of
[Organisation] to minimise the need for manual handling of loads and therefore manual handling should be
avoided as far as is reasonably practicable. Employees must check the weight of the load before attempting to
lift it and if the load is too heavy, get help.

When lifting, follow the following basic principles:
1. Relax the knees. Lowering movements should start at the knees not the head.
2. Get close to the object to be lifted. Stay balanced by keeping the feet apart with one foot in
front of the other.
3. When in position, bend the knees and lift with the strong muscles in the legs.
4.  Lift gradually, smoothly and without jerking, keeping the object close to the body and the back straight.

It is the policy of [Organisation] that all staff will be trained in manual handling.
* Childcare services should ensure that all employees are trained in manual handling.

For more information, see the [Organisation] Manual Handling Policy.
(Example of cross-referencing. There is no sample Manual Handling Policy on this CD.)

No smoking policy
[Organisation] operates a no smoking policy.

Personal hygiene
In the interest of personal safety, the following regulations will be implemented in [Organisation] for all
workers:

*  Desks and personal areas must be kept clean and free from refuse.

* Food is to be consumed in the kitchen and outside areas only and not at the desks in the primary
office area.

e Food waste must be disposed of in bins located in the kitchen area and not in bins in the main
office area.

e Al employees must wash hands after washroom visits.

(Insert any hygiene regulations here appropriate to the organisation.)

* For a list of suggestions for childcare services see page *.
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Childcare services may consider including the following:

e Long hair must be tied back at all times.

*  Nails must be kept short and clean.

* Jewellery must be kept to a minimum: large earrings, finger rings and nose accessories must not be worn
in [Organisation] in the interest of safety for all staff and children.

e Hands must be washed on a regular basis to prevent the spread of bacteria.

* Shoes must be practical for the job.

e The disposable aprons and gloves provided by [Organisation] must be used to clean up any spillages of
body fluid or faeces.

e All cuts and sores must be suitably covered (e.g. waterproof plasters).

Safe work environment

[Organisation] will ensure that all facilities are adequate and are maintained in accordance with health and
safety legislation. This includes lighting, heating, ventilation and sanitary facilities. Should staff members deem
that the facilities are not adequate or are not being maintained correctly, they should inform their manager.

Staff members should ensure that their particular areas of work are kept tidy and free from rubbish. Only
essential materials should be left on a staff member’s desk or within a work area.

Staff members using essential or confidential materials and equipment are required to return them to the
correct place and store them safely at the end of use and/or at the end of each day.

[Organisation] is concerned about the welfare of all staff members, whether problems are of a physical or
mental nature. All physical and mental issues raised by staff members will be dealt with confidentially. Should
any staff member feel mentally or physically unwell, whether or not the cause is a work issue, the staff
member is encouraged to inform his or her manager. If a staff member does not wish to speak with his or her
Manager, he or she should contact a member of the Staff Liaison Committee of the Board of Directors. Staff
members are welcome to have a colleague accompany them.

Taking of medication

The intake of alcohol or drugs by staff or other adults is not permitted on the premises of [Organisation].
Staff or adults who need to take medication prescribed by a doctor due to a particular illness should consult
with their manager.

For more information, see the [Organisation] Alcohol and Drug Misuse Policy.
(Example of cross-referencing. There is a sample Alcohol and Drug Misuse Policy in Section 3.)

Visual display unit (VDU) users

As part of their duties, some employees spend long periods of time using VDUs (computer monitors and
screens). Any necessary adjustments will be made to avoid repetitive strain injury, eyestrain and other ailments
associated with this type of work.VDUs must be adjustable for height, tilt and brightness. No employee will be
asked or expected to work at any computer that is not in proper working condition or does not meet the
highest specifications. Employees working continuously on-screen should alternate tasks so that at least 10

29



minutes of each 60-minute period of work is spent doing off-screen type of work. This work is to be under-
taken away from the screen, but does not constitute a break. Employees who habitually use VDUs have the
right to an eyesight test, the cost of which will be met or reimbursed by the company.

Violence at work
Note: This section may only be relevant for some organisations.

[Organisation] has compiled a Violence at Work Record for staff members to complete should they ever feel
themselves in a situation where they may be threatened, abused or subjected to violence, either verbally or
physically (usually by another adult, rather than a child).

[Organisation] acknowledges that these situations only arise on rare occasions. However, the Violence at Work
Record will enable [Organisation] to understand the extent of the problem and help with planning a positive
response now and in the future. [Organisation] hopes that you will use this record when appropriate and that
you would complete it with the knowledge and perhaps assistance of your manager.

Information in these records is confidential and will not be divulged without your permission.

(Example of cross-referencing. There is no sample Violence at Work Record on this CD.)
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SAMPLE CODE OF ETHICS

PURPOSE
[Organisation] has developed this policy to outline the basic principles of personal and business conduct.

SCOPE
This policy applies to all staff members, students, volunteers and the Board of Directors.

POLICY AND PROCEDURES
The [Organisation] Board of Directors, employees, volunteers and students will:

Act with integrity, openness and honesty in all relationships, dealings and work with service users.
Comply with legislative requirements and the policies and procedures of [Organisation].

Perform their duties and act with the utmost professionalism and in a courteous manner, and will treat all
service users and work colleagues equitably and with respect at all times.

Follow the Health and Safety Authority Dignity in the Workplace charter.

Ensure that work practices are directed towards the wellbeing of [Organisation] service users.

Ensure that [Organisation] is non-discriminatory in all dealings with service users as well as business
dealings in relation to gender, marital status, family status, customs, lifestyles, language, nationality, religion,
political opinion, sexual orientation, disability, age, socioeconomic status and membership of the Travelling
community.

Adhere to and comply with [Organisation] policies and procedures.

Encourage different perspectives and respect diversity of opinion.

Behave with dignity, respect and honesty in their work within [Organisation].

Avoid circumstances in which personal interests conflict or appear to conflict with the interests of

Organisation] or its service users.

Not solicit or accept gifts, hospitality or services that would compromise or give the appearance of
compromising their position or any decision taken on behalf of [Organisation].

Leave the workplace as they would like to find it — in a tidy and clean condition.
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SAMPLE EQUAL OPPORTUNITIES POLICY

PURPOSE
[Organisation] acknowledges their responsibility to ensure that they are compliant with legislation and best
practice.

[Organisation] acknowledges the Employment Equality Act, 1998 and the Equality Act 2004 and the
requirements of the legislation, under which discrimination is not allowed on the following grounds: gender,
marital status, family status, sexual orientation, religious belief, age, disability, race and membership of the
Travelling community.

Equal opportunity will be accorded to all staff and applicants for employment. It is [Organisation] policy to
ensure that entry into and subsequent progression within [Organisation] is determined by the application of
objective criteria regarding individual performance and merit.

This specifically means:

Equal access to employment, promation, training and work experience based on merit will be given, without
reference to gender, marital status, family status, sexual orientation, age, disability, religion, race or membership
of the Travelling community.

SCOPE
This policy applies to all staff members, students, volunteers and the Board of Directors.

POLICY AND PROCEDURES

Equadlity in conditions of employment means

A working environment free from harassment and discrimination on the grounds of gender, marital status,
family status, sexual orientation, age, disability, religion, race and membership of the Travelling community.

As a staff member, you have responsibilities, including:

e Working to the best of your ability and providing a quality service to the [Organisation] client group.

Recognising the skills and talents of other staff members.

Acting to prevent harassment and discrimination against others in the workplace.

Respecting cultural and social differences among your colleagues and clients.

Treating people fairly.
The Manager has the same rights and responsibilities as other staff members, as well as:
e Taking steps to ensure that all work practices and behaviours are fair.

e Ensuring that the work environment is free from all forms of unlawful discrimination and harassment.
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*  Providing staff members with information and resources to enable them to carry out their work.
e Consulting with staff members about decisions that affect them.

*  Providing staff members with the equal opportunity to apply for jobs when available and, when possible,
to review requests for flexible working arrangements.

e Ensuring recruitment and selection processes and the methods used to comply with the Recruitment
and Selection Policy are transparent.

*  Providing all staff members with equal access to fair, prompt and confidential processes to deal with
grievances and complaints as outlined in the Grievance Policy.

(Example of cross-referencing. There are sample Recruitment and Selection and Grievance Policies in Section
3)

All staff members are responsible for ensuring that the principles of the Equal Opportunities Policy are
adhered to and that discrimination of any kind does not occur in [Organisation]. However, [Organisation
accepts that the ultimate responsibility lies with the Board of Directors.

The Board of Directors and the Manager will ensure that staff members reporting to them are aware of their
responsibilities under this policy and that any discrimination, harassment or intimidation can be dealt with
under the Anti-Bullying/Harassment Policy.

(Example of cross-referencing. There is a sample Anti-Bullying/Harassment Policy in Section 3.)
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SAMPLE VOLUNTEER POLICY

PURPOSE

[Organisation] recognises that in order to achieve our goals, we need to involve volunteers in our own work.
As an organisation working in the voluntary and community sector, it is essential that we present a model of
good practice in volunteer management.We regard volunteers as a valuable resource and encourage them to
get involved at all levels of the organisation and within all appropriate activities.

The purpose of this document is to provide guidance on all aspects of volunteering at [Organisation]. It does
not constitute a binding contract. It supplements other policies and procedures, as well as our mission
statement and our value base.

SCOPE
This policy applies to all volunteers who undertake tasks on behalf of and at the direction of [Organisation].

POLICY AND PROCEDURES
[Organisation] aims to train, support and supervise our volunteers to the best of our abilities, and to act
quickly and fairly if difficulties arise.

Responsibility
[Organisation] is responsible for ensuring that this policy and the procedures contained therein are
implemented efficiently and effectively. All staff and volunteers are expected to facilitate this process.

Eligibility

[Organisation] will consider involving anyone as a volunteer. However, individuals must be able to demonstrate
a commitment to the aims of the organisation, and will only be placed if their needs as volunteers match the
needs of the organisation. No person who has a conflict of interest with any aspect of the organisation will be
accepted as a volunteer.

Relationship with paid staff

Volunteers are appointed to enhance the capacity of paid staff (including Community Employment workers),
not as a substitute for them. Conversely, [Organisation] does not accept the services of its paid staff as
volunteers. Clear roles are established to differentiate between paid staff and volunteers and to foster
mutually beneficial and complementary relationships.

Working conditions

Volunteers are treated as full members of the [Organisation] team.They are treated as equally and fairly as
paid staff and are included in the organisation’s functions and decision-making processes, wherever practical.
Volunteers are provided with appropriate work sites and have access to the space, equipment and facilities
necessary to volunteer effectively and comfortably.

Working times

Working times are negotiated between [Organisation] and the volunteer and are as flexible as the tasks allow.
Voluntary time commitment is never expected to match that of full-time paid staff, but unscheduled absences
can create organisational problems.When expecting to be absent, volunteers should inform their supervisor
as soon as possible so that alternative arrangements can be made.
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Appropriate behaviour

Volunteers are expected to work within the policies and procedures of [Organisation] and adhere to its
ethos. As representatives of the organisation, they are responsible for presenting a positive image of
[Organisation] to the outside world.

Representation of [Organisation]
Volunteers must seek prior approval from [Organisation] before undertaking anything that might affect the

organisation. This includes, but is not limited to, statements to the press, joint initiatives with other bodies and
agreements involving contractual or financial obligations.

Confidentiality

[Organisation] respects the volunteer’s right to privacy and confidentiality. In turn, volunteers are responsible
for maintaining the confidentiality of all privileged information to which they are exposed while volunteering
with the organisation. Exceptions to this are where there is a requirement for disclosure in relation to
statutory or legal responsibilities.

Childcare organisations should give careful consideration to the section on confidentiality.
Disclosures may be required for child protection reasons or statutory purposes.

Records
A system of records is maintained on all volunteers, including dates and times of service, duties performed
and evaluation of work.Volunteer records are accorded the same confidentiality as staff records.

Service at [Organisation]

Any voluntary service is at the discretion of [Organisation], which may at any time and for whatever reason
decide to terminate a volunteer’s relationship with the organisation. Similarly, volunteers may at any time and
for whatever reason decide to terminate their relationships with [Organisation]. Notice of such decisions
should be communicated at the earliest opportunity, preferably in writing.

Recruitment

Role descriptions and person specifications

Like paid staff, volunteers require a clear and accurate description of the tasks and responsibilities they are
expected to undertake. Prior to any volunteer assignment or recruitment effort, a role description must be
developed for each voluntary opportunity. This must include a title of the volunteering role, start and finish
dates, hours and place of work, the name of the supervisor and tasks to be undertaken.The role description
may be amended in joint agreement with the volunteer and [Organisation]. A copy of the final version must
be given to the volunteer before commencing voluntary work, as it will be used in supervision and evaluation
sessions. Role descriptions must define a time limit (no longer than one year) for voluntary involvement, after
which time they are reviewed and updated, if appropriate.
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If needed, a brief person specification may also be drawn up.

Applications

Volunteers are recruited on a proactive basis by the organisation using publicity avenues that are suitable for
the roles that need to be filled. Potential volunteers may also apply speculatively or through the volunteer
placement service provided by the local volunteer bureau.Volunteers are recruited in accordance with the

[Organisation] Equal Opportunities Policy.

(Example of cross-referencing. There is a sample Equal Opportunities Policy in Section 1.)
All volunteers are required to complete an application form.

Interviews

If necessary, applications are shortlisted and suitable candidates are invited to attend an informal chat with
[Organisation] to ascertain their interest in and suitability for the role. Written records of all interviews are
kept. All unsuccessful candidates are thanked for applying and encouraged to reapply for other volunteering
opportunities, either current or in the future.

Checks for suitability

References are always required. If the role entails it, health checks (mental and physical) are also undertaken.
Other checks may also be completed (e.g. ascertaining professional qualifications). Volunteers are always
warned in advance of the intention to make these checks. If they refuse permission and cannot provide an
acceptable reason, they will not be placed.

Childcare services or organisations that may have volunteers working in other locations where chil-
dren may be present should ensure that Garda vetting is completed for those volunteers.

Appointment

Formal appointments are made only after the role description has been agreed and all necessary checks have
proved acceptable. No placements are made unless the requirements of the volunteer and the volunteer’s
supervisor can be met.

Probation

All placements are subject to an initial trial period of one month. At the end of this period, the [Organisation]
Manager meets with the volunteer to discuss the volunteer’s suitability for the role. At this point, volunteers
may continue in their current role, be reassigned to a more suitable role or be asked to leave.
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Training

Induction

All volunteers receive induction training when they begin voluntary work with [Organisation]. This consists of
a general introduction to the organisation, as well as a specific orientation on the purposes and requirements
of their volunteering role.

In childcare services, volunteers should receive induction training in relation to child protection
procedures, working with parents and children and confidentiality.

On-the-job training

Volunteers receive initial and ongoing on-the-job training to provide them with the information and skills
necessary to perform their tasks well. The training must be appropriate for the demands of the position and
the capabilities of the volunteer.

Additional training

Volunteers are actively encouraged to identify training opportunities (e.g. courses, seminars and conferences)
which would help them to perform their roles better and which would aid their personal development.
Approval to undertake such training free-of-charge must be given by the [Organisation] Manager, and this will
be done only if sufficient funds are available. Priority is given to long-standing volunteers and those who have
received little or no training in the past.

Training information

If training is paid for by [Organisation], any training materials will belong to the organisation and must be filed
in [insert location]. All volunteers are required to submit a short report outlining the content and usefulness
of the training. Training information must be disseminated to relevant people within the organisation.

Supervision

Lines of communication

Lines of communication should operate in both directions and should exist formally and informally.Volunteers
must have access to all appropriate information, memos, materials and meetings relevant to their assignments.
Volunteers must be consulted on all decisions that would substantially affect their volunteering conditions.

Supervisors

Each volunteer must have a clearly identified supervisor who is responsible for the day-to-day management of
that volunteer. The [Organisation] Manager normally takes on the supervisor’s role, but all staff members
receive training and guidance on how to involve volunteers effectively in the work of the organisation.

Evaluation sessions

Volunteers receive regular appraisals of their work, based on their role descriptions. Evaluation sessions take
place at least once a year between the volunteer and his or her supervisor. These sessions review the
performance of the volunteer, suggest any changes in work style, seek suggestions from the volunteer on
means of enhancing the volunteer’s relationship with [Organisation], convey appreciation to the volunteer and
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ascertain the continued interest of the volunteer in serving in his or her role. Evaluation sessions also serve as
an opportunity to plan future tasks.

Corrective action
If appropriate, corrective action may be taken following evaluation sessions. Examples include the organisation
of training for an identified training need, the reassignment of a volunteer or the dismissal of a volunteer.

Dismissal

Volunteers who do not adhere to the organisation’s rules or who fail to perform their volunteer assignments
satisfactorily may be subject to dismissal. No volunteer’s involvement will be terminated in writing until the
volunteer has had an opportunity to discuss the reasons for possible dismissal with their supervisor. Grounds
for dismissal include, but are not limited to, the following: gross misconduct, being under the influence of drugs
(including alcohol), theft, misuse of equipment and materials, abuse of clients and co-workers, breaches of
confidentiality, failure to abide by [Organisation] policies and procedures and failure to complete duties to a
satisfactory standard.

Childcare services should include allegations in relation to children.

Concerns and grievances

If volunteers are not satisfied that issues relating to their volunteering are being handled appropriately, they
are entitled to have their concerns reviewed by [Organisation]. [Organisation] will discuss the issue as soon as
practical after receiving a written complaint, and take appropriate action. [Organisation] will make the ultimate
decision.

Exit interviews

Whenever possible, informal exit interviews are held with any volunteers who are leaving the organisation,
either because they have reached the end of their project or for some other reason. Interviews are usually
conducted with the volunteer's supervisor and written records are kept. The session should ascertain why the
volunteer is leaving, how they found the volunteering experience and what suggestions they would offer to
improve the way the organisation operates. The offer of a personal reference for future employment may be
made to each volunteer.

Note: A sample Exit Interview Form may be found in Section 3.This could be amended to suit volunteers.
Support and recognition

Support

[Organisation] endeavours to provide the support necessary to encourage and empower volunteers to make
a meaningful contribution and gain significant benefits from their voluntary work. Support forms part of the
regular evaluation sessions and gives volunteers a safe setting in which to express themselves, let off steam
and discuss how they feel about volunteering. [Organisation] will try to be available to volunteers who require
support in other areas that are affecting their performance.
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Recognition

Volunteers provide a unique service to [Organisation], the benefits of which are difficult to quantify. It is
essential that their efforts are recognised and rewarded. [Organisation] staff members are responsible for
thanking all volunteers informally on a regular basis for the valuable contribution that they make to the
organisation. [Organisation] is responsible for ensuring that more formalised recognition takes place at key
times.

Expenses

Volunteers give their time and skills free of charge, so it is essential that [Organisation] offers to reimburse any
out-of-pocket expenses they may incur in the course of undertaking voluntary work for the organisation. The
cost of volunteering should never be allowed to discourage those on low incomes. Current rates and
procedures for claiming expenses are agreed by [Organisation] and publicised to all volunteers.

Insurance
Insurance is provided by [Organisation] to cover all volunteers working on behalf and at the direction of the
organisation.

Personal and vocational development
Volunteers are encouraged to both develop their skills while involved with the organisation and, if they so
desire, assume additional and greater responsibilities over time.

Monitoring and evaluation

[Organisation] volunteer involvement

[Organisation] monitors and evaluates volunteer involvement in the organisation on a regular basis and seeks
to make ongoing improvements.

Feedback
Constructive feedback on this document is always welcome. It must be given to
[insert person in the organisation] who will ensure that it is considered.
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INSTRUCTIONS FOR SAMPLE CONTRACT OF EMPLOYMENT

Due regard should be given to the differing management structures within organisations. The sample Contract
of Employment below refers to the Board of Directors. Organisations should amend the sample Contract to
ensure that it fits with their organisation.

Organisations that have developed a staff handbook will most likely have a much shorter Contract of
Employment, as a lot of the information will be contained in the handbook. It would be important to
reference the handbook throughout the Contract, including in the section where the employee signs off on
the terms and conditions (the same way the employee signs off on policies in Section 3). There are many
examples of cross-referencing to associated policies in the Contract below. Sample templates of some of
these policies are available on this CD but other instances are simply examples of where organisations might
reference their own policies.

Not all of the points in the Contract of Employment below may be relevant, but if you do not have a staff
handbook, you should endeavour to include any points that you feel are relevant to the operation of your
organisation.

SAMPLE CONTRACT OF EMPLOYMENT

Date [ ]

Name and Address of Employee Name and Address of Employer
PPS Number of Employee

Dear [ 1

The Board of Directors of [Organisation] has pleasure in offering you the position of [job title] with
[Organisation] and would like to extend to you a warm welcome as a member of staff This letter includes the
written particulars of employment required by the Terms of Employment (Information) Acts 1994-2001.The
main terms and conditions of your employment with [Organisation] are as set out below.

|. Date of Commencement

Your employment will commence on [ ]

(If this is a fixed-term contract tied to funding, this should be clearly stated along with the source of funding for this
position. If this is a specific purpose contract to cover maternity leave, sick leave or career breaks, then you should
state this and for whom the employee is covering,)

2. Job Title and Reporting Structure

Your job title will be that of [ ]-Your normal duties and responsibilities are as set out in
the job description, of which you already have a copy.You should be prepared to undertake other duties that
may be assigned to you from time to time.You will report directly to [ ]
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3. Probationary Period
Your position is full-time and subject to a probationary period of six months. The probationary period may be
extended at the discretion of [Organisation], but will not exceed eleven months.

During this time your performance will be monitored, you will be met on a regular basis and you will be
advised of progress being made.

4. Place of Work

Your employment will be carried out at [insert location of employment].

(If the organisation is operating from more than one location and you require the employee to work at multiple
locations, then you need to state this, along with the other location addresses.)

5. Payment Details

Your salary for this position is €[ ] per [*annum or week]

payable [* monthly/for tnightly/weekly], payable ] in arrears, subject to the usual statutory
deductions, and will be paid by [*cheque or credit transfer].

[*delete as applicable]

(If there is an incremental scale for the position, then this should be included, together with the point on the scale at
which the employee is commencing. You should indicate when the salary will be reviewed and may want to indicate
whether or not the pay is subject to any agreed increases under the Social Partnership Agreements.)

6. Pension/PRSA Scheme
You will receive details of the [Organisation] pension scheme and/or the PRSA scheme on commencement of

your employment with [Organisation)].

7. Hours of Work

Your normal working week is [ ] hours a week. However, you may be required to work
overtime from time to time to meet the needs of the position. The organisation does not pay for overtime,
rather instituting a time-in-lieu system (the accumulation of hours of leave). This must be documented on the
appropriate form and signed off by the Manager.

Included in your working hours are a one hour lunch break (unpaid) and a 15-minute tea or coffee break
each morning (paid). [Organisation] reserves the right to alter working hours, but any such change will be
effected in consultation with you.

(Organisations that use a rota system should indicate this. Also indicate whether overtime is paid or a time-in-lieu
system used. Lunch breaks and tea or coffee breaks must also be indicated, along with their duration and whether
they are paid or unpaid.)

8.Annual Leave and Public Holidays

The [Organisation] annual leave year runs from January to December each year.Your entitlement is 20 days
per annum. However, a number of these holidays must be taken during the Christmas period when
[Organisation] will be closed, so you will be required to keep a number of days each year for this purpose.
The Board of Directors will notify staff each year of the required number of days. All annual leave must be
taken within the year covering such leave and may not be carried over unless authorised in advance by the
Manager. In these cases, outstanding leave must be taken within the first three months of the next leave year.
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You are entitled to leave for statutory public holidays as set out in the Organisation of Working Time Act,
1997.

If the employment contract is terminated and on the date of termination the paid holidays already taken
exceed the paid holiday entitlement, [Organisation] will deduct the excess holiday pay from the employee’s
final pay.

(Some organisations will operate a leave year from April to March each year. Organisations should indicate if they
close for specific periods of time during the year. Organisations may determine that no annual leave may be carried
over by employees. Twenty days is the minimum statutory leave entitlement, but some organisations may allow a
greater annual leave entitlement.)

9. Sick Leave/Absence from Work

In the event of absence from work because of illness, injury or other incapacity, you must notify the Manager
by [insert time] on the first day of absence.You are required to contact the Manager directly if possible.
Absences due to illness exceeding [insert number] consecutive days must be covered by a registered medical
practitioner's certificate. [Organisation], reserves the right to have an employee examined by a doctor

nominated by [Organisation].

(Organisations should indicate here if they do not have a sick pay scheme.)

10. Statutory Leave

[Organisation] will ensure that you will receive your statutory entitlements as set out in the relevant
employment law Acts, subject to you meeting any eligibility criteria in relation to the following: adoptive leave,
carer’s leave, force majeure leave, jury duty leave, maternity leave and parental leave.

I'l. Dress Code

You are expected to present yourself for work in suitable dress and appearance and in a manner appropriate
to work in [Organisation]. This will be discussed with you.

(Organisations that provide uniforms should state this here. The cost of provision of uniforms is usually carried by the
employer,)

12. Expense Claims

You will be reimbursed for any out-of-pocket expenses incurred in carrying out your duties that are
authorised by [Organisation]. Claims should be submitted to the Manager on a monthly basis, supported by
receipts or other evidence of such expenditure.

(This point may not be relevant to all organisations.)

| 3. Termination of Contract

The employment contract may be terminated during the probationary period or extended probationary
period by one week's notice given in writing by [Organisation]. Thereafter, you will be entitled to receive four
weeks' notice of termination. If you wish to resign your position, you will be obliged to give four weeks' notice
in writing to [Organisation].

(Organisations should ensure that redlistic notice periods are included, depending on the nature of the particular
position and work. Organisations that do not specify notice periods can use the following statement: ‘This contract of
employment may be terminated by either party giving this notice in writing to the other, subject to the minimum
provisions as outlined in the Minimum Notice and Terms of Employment Acts, | 973-2001.)
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| 4. Termination of Employment Without Notice

[Organisation] shall have the right to terminate your employment without notice if you are negligent or
incompetent in the performance of your duties or carry out any act of misconduct which is prejudicial to the
interests of [Organisation].

(If you chose use this clause, remember that you will need to have followed your disciplinary procedure and be at
the final stage of dismissal before this clause is applicable.)

I5. Payment in Lieu of Notice
[Organisation] reserves the right to provide payment in lieu of notice.

| 6. Retirement
You will be required to retire from [Organisation] at age 65 years.

|7. Grievance Policy

If you have any grievance relating to your employment, it will be processed in accordance with the Grievance
Policy set out in the attached policies and procedures.You are required to familiarise yourself with these
procedures and they will be discussed with you when you commence employment.

I8. Discipline and Dismissal Policy

The policy and procedures for dealing with disciplinary matters are set out in the attached policy.You are
required to familiarise yourself with these procedures and they will be discussed with you when you
commence employment.

19. Anti-Bullying/Harassment and Sexual Harassment Policy

[Organisation] is committed to the principle that all employees have the right to work in an environment free
from incidents of bullying, harassment and sexual harassment. The procedures for dealing with these issues
should they arise is set out in the attached policy.You are required to familiarise yourself with these
procedures and they will be discussed with you when you commence employment.

20. Health and Safety at Work

[Organisation] will take all reasonably practicable steps to ensure the health, safety and welfare of employees
at work. You must familiarise yourself with the [Organisation] Health and Safety Policy, its Safety Statement and
specific procedures relating to fire drills and fire rules, accident reporting and others. It is your legal obligation
to take care of your own health and safety and that of your colleagues.

21. Lay Off/Short Time

[Organisation] reserves the right to lay you off from work or reduce your working hours when, through
circumstances beyond its control, it is unable to maintain you in employment or in full-time employment.You
will receive as much notice as is reasonably possible prior to such lay-off or short time.You will not be paid
during the lay-off period.You will be paid for hours actually worked during periods of short time.

(This point is optional but may be relevant to some organisations.)

22. Confidentiality

Your work may involve the handling of confidential information and material in relation to the nature of the
work in [Organisation]. You should not disclose or permit to be disclosed any information which concerns any
child/children/clients and/or their families to any other person/agency/organisation unless you are required to
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do so in the context of child protection procedures or as required under legislation.
(Organisations should have a written policy and associated procedures in relation to confidentiality.)

23. Equal Opportunities

[Organisation] is an equal opportunities employer. No employee shall be discriminated against on the grounds
of gender, marital status, family status, sexual orientation, religion, age, disability, race or membership of the
Travelling community.

24. Computer Access

The use of the [Organisation] computer system and internet access is subject to the rules set out in the
[Organisation] Information Technology Policy.

(Organisations may decide that this is not relevant to all employees. However, if there is access to computers, it may
be prudent for organisations to insert this point.)

25. Conflict of Interest

During your employment you will be required not to directly or indirectly engage in any activity which might
be in conflict with the business or activities of [Organisation].

(Organisations can decide whether this point is relevant for them or not.)

(Childcare services that have concerns about employees babysitting for parents of children
attending the service might choose to use this point.)

26.Training

You will be required to undertake training from time to time as determined by [Organisation]. Such training
may include manual handling, first aid and fire safety.

(Organisations may wish to include some reference as to whether or not they will support or part-support
employees to undertake training in relation to their professional development.)

(Childcare services may wish to reference child protection training and food handling. Childcare services
that offer full daycare and provide meals should ensure that the cook is Hazard Analysis and Critical
Control Points (HACCP) trained. Services may wish to indicate that they will close for a number of days in
the year so that employees can participate in training.)

27. Policies and Procedures

Due to the nature of the work, [Organisation] has a range of policy documents with which you will be
required to comply. Your introduction to a number of these documents will commence during the induction
period.

(This point is optional but recommended.)
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28. Employment Guidelines with Contract

This contract should be read in conjunction with the Grievance, Discipline and Dismissal and Anti-
Bullying/Harassment Policies as set out in [specify: the attached appendices or staff handbook], as they form
part of your terms and conditions of employment.

[Organisation] reserves the right to vary or change all terms and conditions of employment, following
consultation and prior notice.

This contract of employment is in duplicate. | should be pleased if you would kindly confirm acceptance of
our offer by signing both copies of this document and returning one to [insert name of Manager or
appropriate person] at your earliest convenience.

Chairperson
on behalf of Board of Directors

| confirm that | have received and read, | understand, accept and agree to abide by the terms and conditions as
outlined in the above Contract of Employment, the accompanying appendices or staff handbook and any other
policies and procedures of [Organisation]. | understand that the policies and procedures and information in the staff
handbook may be amended and updated from time to time in line with the needs of the work, legislation or good
practice.

Name of Employee
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SAMPLE CHECKLIST FOR A PERSONNEL FILE

10.

11.

12.

13.

CV or Application Form

Copy of Advertisement

Job Description

Person Specification (selection criteria)
Questions for Interview

Score Sheet and Interview Notes

Medical Results

References (Verbal and Written)

Garda Vetting Form/Garda Vetting Declaration
Copies of letters sent to the candidate
Contract of Employment signed by employee and employer
Confirmation of Hire Form, including:
Personal details of employee

Emergency contact details

Account information
P45 received

oo oTw

Letter confirming successful probation completed

Please Tick/Comment
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14. Copies of any other correspondence with the employee, either from administration, finance or the
employee’s line manager during the tenure of their employment, such as matters relating to:

a.  Sick Leave
. Annual Leave
c.  Maternity Leave, Adoptive Leave, Force Majeure Leave, Carer’s Leave, Parental Leave, lury Duty and
Compassionate Leave
d. Internal (organisational) forms or copies of statutory forms relating to any of the above
e.  Performance Appraisal Forms
f Exit Interview Form
g.  Copy of P45 sent to Revenue

* Item 9 is relevant to childcare services.

INSTRUCTIONS FOR SAMPLE INDUCTION TRAINING CHECKLIST
The sample induction checklist can be amended to suit individual organisations.
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SAMPLE INDUCTION TRAINING CHECKLIST

Employee name:
Date of induction commencement:

Induction trainer:

DETAILS COVERED

INDUCTION
DATE

REVIEW
DATE

CARRIED
OUT BY

COMMENT
IFANY

Pre-Employment

* P45 from employee

* PPS number

» Proof of right to work in
Ireland, if applicable

Introduction to the Company

* Who is who

= History

= Structure of the organisation
and range of services

The Job

< Introduction to manager
or supervisor

* Requirements of new role

» Required standards

 Supervision and work
performance appraisal

Terms and Conditions

» Contract of Employment issued

 Location of the role

= Job description

« Staff handbook and staff
policies and procedures
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» Organisation and childcare
policies and procedures

« Method and frequency of
salary payment

* Pension scheme or PRSA

* Hours of work

e Tea and lunch breaks

e Time in lieu

= Work flexibility

* Probation

* Retirement age

* Annual leave procedures

< Sick leave policy

= Timekeeping rules

« Other leave procedures
(e.g. maternity, adoptive,
parental, force majeure)

= Special leave/compassionate
leave

« Disciplinary procedures and
appeals process

= Grievance procedures and
process

= Notice requirements

 Trade union membership
(if applicable)

* Employee communications
and consultation

Company Rules

* General behaviour

» Dress code

 Telephone and email

* Mobile phones during
working hours

« Staff room facilities

» Cloakroom, toilets and lockers

* Right of search

= Transport and parking

« Disciplinary action for breach
of policies and procedures
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Health and Safety

= Preventative and protective
measures

 Risk assessment

» Hazard awareness

 Safety rules

* Emergency procedures

 Location of exits

= Reporting of accidents

« First aid

 Location of first aid box and
its contents

= Personal hygiene

« Protective clothing

< Introduction to safety
representative

= Preparation of food and kitchen
hygiene; bathroom, toilet
hygiene and changing areas

* No smoking policy

= Accident prevention issues
(e.g. hot drinks, electric flexes,
heaters and cookers)

« Accident, incident and illness
procedures

* Where the accident and
incident book is kept

« Fire exits and fire prevention
equipment location and how
they work

e Fire drill procedure and
frequency
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- 0000000
*

= Explain fire drill procedure and
instruct to carry out monthly

= Importance of adequate
supervision of play activities,
especially:

0 Climbing frame

0 Scissors

0 Woodwork

o Outdoor activities

* No child to be left unattended
at any time

An Explanation of Policies and
Procedures

Organisation and staff

» Recruitment and selection

» Health and safety

 Further education policies

= Performance appraisal

= Promotion opportunities

< Discipline, grievance and
anti-bullying/harassment policies

= Equal opportunities for children
and staff

*

Childcare

e Admissions

= Aims and objectives of the
service

= Confidentiality

* Managing children’s behaviour

» Key worker system

e Child protection

= Partnership with parents
and carers
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 Settling-in

= Staff meetings

< Nutrition policy

* Nappy changing and toileting

» Fundraising

« Staff development and training

» Observation, recordkeeping and
assessment

= Equal opportunities for children
and staff

Topics relating to the terms and
conditions of employment

(Insert any topics necessary from
the Contract of Employment)

Date of induction completion:
Signature of employee:

Date:

Signature of induction trainer:

Date:
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INSTRUCTIONS FOR SAMPLE PERFORMANCE APPRAISAL FORM

Introduction

This sample performance appraisal form outlines a competency style of assessment. The form is designed for
both the employer and the employee to complete. The ratings scale can be amended as required. The layout
and style of the form is also optional. The section headings and supporting statements are examples only and
should be amended to suit individual organisations. Organisations should also consider additional areas and
indicator statements to tailor the appraisal form to their own uses.

Under each section, consideration should be given to making statements to support the rating.

references to staff interaction with children and parents, curriculum development and observations

Childcare services should include sections relevant to that sector. For example, consider inserting
and recording.

Each section should include a sheet for comments by the employee and Manager. The final page of the form
can be used as a summary reminder to support tasks and specific objectives, including training and
development, as agreed in the performance appraisal.

Other subheadings that could be utilised in the form are:

Attainment
« Displays an ongoing interest in their work
* Gives maximum input to their work
« Comprehends what needs to be done without constant supervision and direction
» Understands mission and ethos of the organisation
« Deals with difficult situations in a calm, efficient manner
= Keeps an appropriate perspective on work situations
= Embraces and acts on new learning
» Exhibits a belief in own skills and abilities
» Accepts and gives constructive feedback and criticism
» Challenges others in the delivery of their work
» Accepts questions and challenges from others
= Can accept others’ points of view
» Willing to try out new approaches to the work
» Understanding and willing to see alternative ways of working and dealing with workplace issues
» Recognises boundaries and work ethics for self and others
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Work interaction
= Gives people equitable treatment
« Can acknowledge people as individuals
= Demonstrates an empathetic approach to people
« Listens and shows an understanding of other peoples’ points of view
« Demonstrates basic courtesy
» Develops and actively builds on work relationships
= Actively works and engages as a team player
= Willingly shares experience and information with other people as appropriate
 Allows others:
0  An opportunity to participate in team meetings
0  An opportunity to demonstrate their initiative
» Can give and receive feedback from others

Communication
= Able to express oneself accurately and clearly
 Verbally
* In writing
* Other
= Can comprehend information and can adapt what needs to be communicated to suit the audience
« Able to communicate to the audience
« Using appropriate language
= Explaining the message clearly
= Body language
* Makes good eye contact
= Responses to audience are appropriate and linked with verbal communication
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SAMPLE PERFORMANCE APPRAISAL FORM

Name of Employee:

Name of Manager:

Date of Appraisal:

Duration of Appraisal:

JOB PERFORMANCE All of the time | Some of the time | Seldom | Cannot Comment

Carries out duties as described in
the job description

Can prioritise workload

Gives attention to improving
service delivery and quality

Gives attention to detail and
undertakes duties and tasks to a
high standard

Adheres to dress and
appearance code

Has ability and skills to carry out
all tasks required within the job

Has the required knowledge to
carry out all tasks required within
the job

Has a willingness to develop skills
and knowledge base in relation
to the job

Can delegate work appropriately

Can demonstrate time
management skills
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COMMENTS ON JOB PERFORMANCE

Employee:

Manager:

Evaluation Completed

Employee: Manager:

Date: Date:
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ACTIONS ARISING FROM PERFORMANCE APPRAISAL

Employee:

Manager:
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INSTRUCTIONS FOR SAMPLE EXIT INTERVIEW FORM

Introduction

The exit interview form and follow-up discussion provide an organisation with an opportunity to know the
views and thoughts of the departing employee. Employees that are leaving their employment can be asked to
complete the form.The form can then be used as a basis for discussion between the manager and the
employee to confirm comments and views. Organisations may consider asking a leaving employee to expand
on some of their reasons for leaving at exit interview.

Layout, style and content
The layout and style of the form provided in this guide is optional. The suggested headings and subheadings
should also be amended and tailored to suit individual organisations.

Other subheadings that could be utilised in the form are:

Current work environment
< Job satisfaction
= Working conditions
= Job description accurately reflects the job
* Opportunity to use skills and expertise
* Opportunity to update skills through training and workshops
* Opportunity for promotion and career development
* Opportunity for training and development
« Effectiveness of team meetings
» Appropriate individual support and supervision
« Opportunity to make suggestions and improvements
« Recognition of work contribution
« Work difficulties dealt with appropriately and satisfactorily

Terms and conditions
* Pay
* Hours of work
» Holidays
» Specific terms and conditions

Don't forget to leave additional space at the end of the form for the employee to expand on certain areas if
they wish.
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SAMPLE EXIT INTERVIEW FORM

Name of Employee:

Job Title:

Start Date: Leaving Date:

Please tick the boxes in each of the following categories to indicate your rating for each category.
The rating scale is 1 to 4.
1=Very Satisfied, 2=Satisfied, 3=Dissatisfied, 4=Very Dissatisfied.

Please feel free to add your comments at the end of the form.

Organisation | 2 3 4

Induction Programme and Training

Recruitment and Selection

Performance Appraisals

Policies and Procedures

Opportunities to express my views and opinions

Access to and understanding of company policies and procedures

Communications | 2 3 4

Availability of information to enable me to work effectively

Opportunity for feedback on my performance

Usefulness of team meetings

Opportunity to discuss work at support evaluation sessions

Opportunities to express my views and opinions
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Please feel free to comment on the points raised below:

(&) What would you change about the organisation?

(b) What would you change about your job?
(if you indicated dissatisfied or very dissatisfied at any point above)

(c) How would you rate the organisation as an employer?
(using the rating scale | =Very Good, 2=Good, 3=Satisfactory, 4=Poor)

(d) Would you work with the organisation again?

(e) What did you enjoy most about your job?

(f) Was there anything you disliked about your job?

() What would you consider are the strengths and weaknesses of the organisation?
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Reasons for leaving (please tick any applicable)
Career development Moving
Financial Working conditions and benefits
Dismissed or redundant Moving to self-employment
Retirement Personal reason
Travel Other reason

SIgNed: ... cee e Datel.......ocoeovveiennn.

Employee Name

O, , confirm that an exit interview has been conducted with .......................... based
on the information contained in this form.

The exit interview was held on...........ccoiiiiiiiii e

Manager
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Section 3
Developing Policies and Procedures

Sample Templates
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SAMPLE SIGN OFF SHEET

[Organisation]
[Policy Name]
[Date

Please sign your name and insert the date to acknowledge that you have read, understand and agree to

adhere to and follow the policy entitled [name of policy document] and the procedures contained
therein.

Name Date Witness Name Date
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SAMPLE ALCOHOL AND DRUG MISUSE POLICY

PURPOSE

[Organisation] recognises that the wellbeing of its staff members, students and volunteers can be put at risk
by the misuse of alcohol or drugs to such an extent that it adversely affects their health, their job
performance and the public image of the organisation. [Organisation] accepts that alcohol and drug misuse
can be helped in most instances and the staff member’s job performance restored to a satisfactory level.
The main objectives of this policy are:

e To clarify the [Organisation] position and ethos in relation to alcohol and drug misuse.

« To ensure these issues are addressed in an appropriate and consistent manner to meet the needs of all
those involved.

* To encourage staff members with alcohol or drug misuse problems to seek help early.

e To assure staff members with alcohol or drug misuse problems that confidentially will be maintained by
Organisation] as far as is reasonably practicable and within the parameters of the organisation’s
Confidentiality Policy.

* To offer staff members with alcohol or drug misuse problems referral to appropriate agencies.

= To encourage supervisors to be proactive towards early intervention.

* To restore job performance.

(Example of cross-referencing. There is no sample Confidentiality Policy on this CD.)

SCOPE
This policy applies to all staff members of [Organisation].

Definitions (in the context of employment)
Alcohol misuse is defined as any drinking, either intermittent or continual, which definitely and repeatedly

interferes with a person’s health or capability or conduct at work.

Drug misuse describes the use of any illegal drug and the misuse of any legal drug (intentionally or
unintentionally) like prescription drugs or inhalants.

Examples of substances that could be misused
Legal: alcohol, prescription drugs and over-the-counter pain relievers and other medications

lllegal:  cannabis, ecstasy, amphetamines, LSD, cocaine and heroin
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POLICY AND PROCEDURES

*  Any staff member with an addiction problem will be assured that every assistance will be given to them if
they are willing to overcome the problem and that the matter will be treated in strict confidence.

*  Any staff member who suspects he or she has a problem with alcohol or drugs is encouraged to seek
help. This request should be made to the Manager on a personal basis. The request will be treated in
strict confidence. An informal interview will take place between the Manager and the staff member. Time
off work to obtain help will be offered if necessary, and the [Organisation] Sick Leave Policy will apply.

(Example of cross-referencing. There is a sample Sick Leave Policy in this section.)

A manager who suspects a staff member of having a problem with alcohol or drugs through observation
of poor work performance or absenteeism should consult with that staff member. An interview will take
place between the manager and staff member. The interview will be confined to aspects of performance
only. The staff member will be given an opportunity to seek diagnosis and help if they wish. If the staff
member needs to take time off work for treatment, the normal Sick Leave Policy will apply.

e The Safety, Health and Welfare at Work Act 2005 brings a number of changes to the legislation covering
alcohol and drug misuse, including:

i A provision that staff members, while at work, must not be under the influence of ‘an intoxicant’,
which includes illegal drugs as well as alcohol. A staff member, if reasonably required by their
employer, must submit to any appropriate test by a competent person as may be prescribed.

ii.  To ensure no potential conflict of interest, the testing will be carried out by an agreed individual or
organisation. This individual or organisation will not carry out other work on behalf of

[Organisation].

e There will be no demotion or retribution unless matters of discipline are involved.
See the [Organisation] Discipline and Dismissal Policy for more information.

(Example of cross-referencing. There is a sample Discipline and Dismissal Policy in this section.)
e Whether or not to receive treatment is ultimately the decision of the member of staff. However,
continuing unsatisfactory levels of behaviour or performance may be subject to normal disciplinary

procedure if the staff member declines to accept referral, diagnosis or specialist help.

* Should a relapse occur following a return to employment after the completion of a recovery
programme, consideration will be given to further sick leave, though this cannot be continued indefinitely.

« A staff member will have the right to be represented by a colleague or trade union representative of his
or her own choice at each stage of the proceedings.

Note: This policy does not constitute a waiver of Management's responsibility to maintain discipline or the
right to invoke the normal disciplinary procedure.
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INSTRUCTIONS FOR SAMPLE ANTI-BULLYING/HARASSMENT POLICY

Due regard should be given to the differing management structures within organisations. The sample policy
refers to the Manager and the Board of Directors. Organisations should amend the sample policy to ensure
that it fits with their organisation.

The Boards of Directors of the organisation should either have a Staffing Committee or appoint personnel to
facilitate the anti-bullying and harassment policy in the first instance. The same appointed personnel should not
be involved in any subsequent disciplinary process except to provide information and findings if required on
the initial process.

The impact of bullying/harassment is by its nature stressful and the process of an investigation and a possible
disciplinary procedure could leave either party feeling resentful, bitter or insecure. Counselling can provide
support to deal with the issues raised and can potentially assist with reintegration into the workplace.
Although there is a cost involved, organisations should consider this option in terms of their duty of care to
employees under the Safety, Health and Welfare at Work Act 2005.

SAMPLE ANTI-BULLYING/HARASSMENT POLICY

PURPOSE

[Organisation] recognises the right for everyone to be treated with dignity and respect at work. This includes
the right not to be bullied, harassed or sexually harassed. Bullying is unlawful under the Safety, Health and
Welfare at Work Act 2005 and harassment and sexual harassment are unlawful under the Employment
Equality Act, 1998 and the Equality Act 2004. None of these behaviours will be accepted or tolerated in any
form.The purpose of this policy is to clarify to all employees that they have the right to work in an
environment free from incidents of bullying, harassment and sexual harassment.

SCOPE

This policy applies across the board to staff members, students and voluntary workers at all levels, both in the
workplace and at work-related events (e.g. social gatherings, meetings and conferences). This policy also
applies to casual and contract staff and any other person with whom the employee might reasonably come in
contact during the course of their employment.

POLICY AND PROCEDURES

Bullying, harassment and sexual harassment can create an environment in the workplace which damages
morale and hinders effective work performance. Breach of the [Organisation] policy on bullying, harassment
and sexual harassment may result in the disciplinary procedure being invoked and sanctions being applied,
from a verbal warning up to and including dismissal for serious offences.

Definitions of bullying and harassment

Bullying has a variety of definitions but is usually defined as persistent inappropriate behaviour, direct or
indirect, verbal, physical, psychological or otherwise. This behaviour undermines the right to dignity in the
workplace.

Workplace bullying is a specific form of bullying. It is unwelcome and can result in the person being subjected
to the behaviour feeling upset, threatened, humiliated or vulnerable. It can be conducted by one or more
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people against another or others at the place of work or in the course of their work. An isolated incident of
the behaviour described may be considered to be an affront to dignity at work, but as a once-off incident is
not considered bullying.

Harassment can be defined as unwanted conduct on the basis of nine grounds contained in employment
equality legislation: race, age, religious belief, marital status, sexual orientation, family status, gender, disability and
membership of the Travelling community. Note: Harassment on the basis of gender is treated specifically under
the heading of sexual harassment.

Below are examples of bullying and harassment. The list is not exhaustive.

*  Verbal abuse, insults and name calling

* Shouting and aggressive behaviour

e Persistent unjustified criticism

e Sneering or public humiliation

e Derogatory or offensive nicknames

e Slandering a fellow employee by the manipulation of a person’s reputation through gossip, rumour
and ridicule

* Social exclusion, isolation or non-cooperation at work

e Unfair delegation of duties

e Setting meaningless tasks

e  Taking credit for someone else’s work

e Excessive supervision and over checking of an employee’s work

* Offensive gestures

« Displaying flags, emblems, graffiti or other material which might state or imply prejudicial attitudes
which are offensive to fellow employees

* Horseplay
 Unwanted physical contact
e Assault

The following behaviours do not constitute bullying or harassment:

e Constructive and fair criticism of an employee’s conduct or work performance. Poor work performance
will be dealt with through fair and transparent procedures.

*  Legitimate responses by Management that arise due to pressurised situations requiring immediate action
or which might arise from staff shortages and the consequent increased workload.

Definition of sexual harassment

Sexual harassment is an act of a sexual nature or having a sexual dimension that is unwelcome, unsolicited,
unwanted and unacceptable. An individual will decide what behaviour is acceptable — not what the harasser,
the employer or other colleagues find acceptable.
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Sexual harassment can occur in different forms and none should be tolerated. The following list outlines what
would be considered sexual harassment, but the list is not exhaustive:

* Non-verbal visual sexual harassment — looks; gestures; whistling; suggestive symbols, pictures or calendars
« Verbal sexual harassment — advances, propositions, suggestions, comments, jokes and innuendo
e Physical sexual harassment — groping, kissing, fondling, unnecessary touching, assaults or rape
Under the Employment Equality Act, 1998, sexual harassment can be defined as follows:
a)  Any act of physical intimacy by B towards A;
b)  Any request by B for sexual favours from A; or
c) Any other act or conduct of B (including, without prejudice to the generality, spoken words,
gestures or the production, display or circulation of written words, pictures or other material) shall
constitute sexual harassment of A by B if the act, request or conduct is unwelcome to A and could
reasonably be regarded as sexually, or otherwise on the gender ground, offensive, humiliating or

intimidating to A.

Sexual harassment constitutes discrimination by A’'s employer if at the place where A is employed or other-
wise in the course of A’s employment, B sexually harasses A, and either:

e Aand B are both employed at that place or by the same employer;
e BisA's employer; or

e Bis aclient, customer or other business contact of A's employer and the circumstances of the
harassment are such that A's employer ought reasonably to have taken steps to prevent it.

Vicarious liability

The organisation can be held liable for any actions undertaken by employees in the course of their work. By
implementing a vicarious liability policy, the organisation will endeavour to ensure that reasonable practicable
steps will be taken to prevent discrimination. Furthermore, if staff members are on social outings, even outside
of regular working hours, then the Anti-Bullying/Harassment Policy will apply. Under the Equality Act 2004,
social outings are treated as extensions of the workplace, so employers have a responsibility to ensure that no
bullying or harassment takes place.

(Example of cross-referencing. There is a sample Anti-Bullying/Harassment Policy in this section.)
Anti-bullying/harassment complaint procedures

[Organisation] has informal and formal complaints procedures to deal with the issue of bullying, harassment
and sexual harassment at work.
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Informal procedure

It may be helpful for all concerned to use this procedure initially, as people may not be aware that they have
in fact overstepped the mark in their unwanted behaviour or harassment of an individual or group of people.
However, it is also recognised that it may not always be practical to use this procedure and the formal proce-
dure may be taken up immediately.

If an employee feels they are being bullied or harassed, they should make it clear to the person responsible to
stop the behaviour, as it is unwanted. The employee should keep a record of such a request and the response
they received from the person they asked to stop the behaviour. If the employee feels that the person is
continuing with the unwanted behaviour or harassment, a more serious incident has arisen, the employee feels
uncomfortable confronting the individual or the matter remains unresolved, the employee will be encouraged
to use the formal procedure.

Mediation

Where the informal procedure fails to resolve an issue, mediation is another option. Mediation requires the
voluntary participation and co-operation of the parties to the complaint. WWhere mediation is availed of, the
following applies:

* Anindependent mediator has to be agreed by both sides.
Mediation does not deny the right to a full investigation at a later date.

Formal procedure

The employee should contact their manager as soon as possible. If this is inappropriate, then the employee
should contact another supervisor, person senior in the organisation or the person nominated by the Board
of Directors.The employee will be required to put their allegations in writing at this stage. (This may be with
the support of the manager or supervisor to whom the allegation has been made.)

As the principles of natural justice will apply, the alleged harasser will be made aware of the nature of the
allegation, their right to representation, the right to hear the case against them and their right to reply.

Every effort will be made to respect and maintain the confidentiality of all parties. However, the investigation
of the allegation may involve interviewing other employees or other parties. In this situation, the importance
of confidentially will be stressed to those interviewed. Any statements taken from those interviewed will be
circulated to the employee making the complaint and the alleged harasser. The views of the employee and the
alleged harasser will be sought before the conclusion of the investigation.

Process

e [Organisation] will appoint an appropriate person or committee to undertake the investigation.

* An investigation into the complaint will be undertaken and will include separate interviews with the
complainant, the alleged harasser and anyone else identified as a witness to the behaviour.

*  All parties will be given the opportunity to state their cases and are entitled to be represented at the
interview in accordance with the principles of natural justice.

e The investigation person or committee will report their findings to the Board of Directors. On the basis
of the report, if it is found that the complaint has been upheld, the matter will then be treated as a
disciplinary matter.

e The complainant and the alleged harasser will be informed in writing of the outcome of the investigation.
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Post investigation process
The disciplinary action should be taken in line with the [Organisation] Discipline and Dismissal Policy.

(Example of cross-referencing. There is a sample Discipline and Dismissal Policy in this section.)

Regular checks should be made by the person or committee investigating the complaint to ensure that the
bullying or harassment has stopped and that there is no retaliation or victimisation. Retaliation or victimisation
of any kind against an employee for complaining or taking part in an investigation concerning bullying or
harassment is a serious disciplinary offence. If it is found that a complaint was brought maliciously, it will be
treated as misconduct under the [Organisation] Discipline and Dismissal Policy.
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INSTRUCTIONS FOR SAMPLE CHILD PROTECTION POLICIES

Introduction
The content requirements for an organisation’s Child Protection Policy may vary. Consideration in developing
the policy should be given to the procedures that will be followed fif;

« An allegation of abuse is made against an employee or other worker (such as volunteer, student, parent
or other person)

* An allegation of abuse is made against an employee of another organisation while visiting or working in a
childcare service

e A child discloses that they are being or have been abused while an employee of another organisation is
working or visiting a childcare service

* A client/user of an organisation’s services discloses he or she has abused in the past or is currently
abusing

e Aclient/user of an organisation’s services discloses he or she was abused in the past.
Organisations should ensure that if an employee is subject to investigation of an allegation of abuse against a
child that the management of the allegation (employee) and the reporting of the allegation of abuse (child)
are dealt with separately. The organisation should appoint separate personnel or committees to deal with the
two issues.
The following Child Protection Policies are for two different organisation types:

(a) an organisation that is not a childcare provider

(b) an organisation that is a childcare provider
Both policies outline the headings that should be included in either policy (a) or (b) in the development of an

appropriate Child Protection Policy.

Organisations should refer to the Department of Health and Children publications Children First: National
Guidelines for the Protection and Welfare of Children and Our Duty to Care: The Principles of Good Practice for the
Protection of Children and Young People. Both publications can be downloaded from the Department of Health
and Children website www.dohc.ie.
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SAMPLE CHILD PROTECTION POLICY (A)

(for an organisation that is not a childcare provider)

PURPOSE

[Organisation] is committed to promoting and protecting the rights and welfare of children. While not
working directly with children, [Organisation] has a duty to care and believes that children have the right to
be safe in childhood and it is the duty of each person with whom they come into contact to protect this
right. This policy aims to ensure that the Board of Directors and all staff have an understanding of the internal
and external procedures for responding to concerns or suspicions of neglect or abuse, and that this response
is consistent with the [Organisation] mission and ethos.

SCOPE
[Insert the reference to the organisation as outlined above — to whom does the policy apply]

POLICY AND PROCEDURES

Principles
The following principles, in accordance with Children First, underpin the [Organisation] policy regarding child
protection:

e  The welfare of children is paramount

e  Children have the right to be heard, listened to and to be taken seriously

* Families have the right to be respected and consulted in relation to the children’s welfare
«  Families have the right to access information held in relation to them and their children
e The diversity of all clients will be respected

* An interagency approach will be adopted in relation to child protection

Definitions of abuse
Appendix | outlines the definitions of emotional, physical, sexual abuse and neglect and lists signs and
symptoms of them. Appendix Il outlines the UN Convention on the Rights of the Child.

Allegations of abuse against an employee

1) Reporting procedure in respect of the child
[insert organisation procedure in line with Children First]

2) Procedure in respect of the employee
[insert organisation procedure]

Response to a child disclosing
[insert organisation procedure in line with Children First]

Procedure if a client/user of [Organisation] discloses he or she has abused a child
[insert organisation procedure on how to respond in a one-to-one situation when a client discloses they have

abused]
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Procedure if a client/user of [Organisation] discloses he or she was abused in the past
[insert organisation procedure on how to respond in a one-to-one situation when a client discloses they have

been abused]

Responsibility to report to statutory authorities — (see Children First)
If an employee becomes aware of concerns or suspicions of abuse of a child then the following procedures in
line with Children First will take place:

e  The welfare of the child is always paramount

=  Staff member reports to the Designated Child Protection Person within [Organisation

e The organisation will deal with the concern or suspicion in accordance with its own policy, in line with
Children First

The reporting procedure when working with other groups who do not have a child protection policy

e  The welfare of the child is always paramount

e The worker should bring their concern or suspicion to the Designated Child Protection Person in
Organisation]

The Designated Child Protection Person in [Organisation] decides with the worker who is the most
appropriate person to speak to the child’s parents (unless this will further endanger the child)

If a report is to be made to the Health Service Executive (HSE), the Designated Child Protection Person
in [Organisation] fills out the Standard Reporting Form and submits it to the HSE Duty Social Worker in
the child’s area

Any decision to report should be based on an opinion formed reasonably and in good faith

Advice can be sought from the duty social worker in the HSE

Role of the [Organisation] designated child protection person

e [insert organisation procedure in line with Children First]
e [insert name of Designated Child Protection Person]

e [insert role of Deisgnated Child Protection Person]

Confidentiality
[insert organisation procedure in line with Children First]

Recording
[insert organisation procedure in line with Children First]

Roles and responsibilities of the following in relation to the child protection policy
e Board of Directors
[insert organisation procedure]

e The Manager
[insert organisation procedure]

e The Workers
[insert organisation procedure]
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SAMPLE CHILD PROTECTION POLICY (B)

(for an organisation that is a childcare provider)

PRINCIPLE
All staff and persons who work within [Organisation] must observe the following policy and procedures.
Clarification on any point may be sought from the Childcare or Operations Manager.

SCOPE
All staff, volunteers, students and Board of Directors.

POLICY AND PROCEDURES

Children First guidelines (the Guidelines)
The Guidelines advise that the ability to recognise child abuse depends as much on a person’s willingness to
accept the possibility of its existence as it does on knowledge and information. It is important to note that
child abuse is not always readily visible.

The recognition of abuse normally runs along three stages:

i.  Considering the possibility. If a child appears to have suffered an inexplicable and suspicious looking
injury, seems distressed without obvious reason, displays unusual behavioural problems or appears fearful
in the company of parents.

ii. Observing signs of abuse. A cluster or pattern of signs is the most reliable indicator of abuse. Children
may make direct or indirect disclosures, which should always be taken seriously. Less obvious disclosures
may be gently explored with a child, without direct questioning (which the Health Service Executive or
An Garda Siochana may more usefully carry out). Play situations such as drawing or storytelling may
reveal significant information. Indications of harm must always be considered in relation to the child’s
social and family context, and it is important to always be open to alternative explanations.

iii. ~Recording of information. It is important to establish the grounds for concern by obtaining as much
detailed information as possible. Observations should be recorded and should include dates, times,
names, locations, context and any other information which could be considered relevant or which might
facilitate further assessment or investigation.

Response to suspicion of child abuse

In situations where a suspicion or concern may be deemed vague (i.e. where there is no specific allegation but
there is some concern based on the emotional behaviour and/or physical presentation of behaviour of a
child). It is recommended that the Manager consults with a suitably qualified individual in the child protection
and welfare field in order to assess whether or not a report is warranted (i.e. to one of the Health Service
Executive designated officers). Details of the consultation should be recorded. A formal report to the Health
Service Executive personnel may follow as advised.
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Response to allegations of abuse against staff members, volunteers and students

Allegations of abuse may be made against adults working with children, staff members, volunteers, and
students. The Guidelines are offered to assist Managers in having due regard for the rights and interests of the
child on the one hand, and those of the employee against whom the allegation is made on the other hand.

Employer’s responsibility to report to statutory authorities
Where an employer becomes aware of an allegation of abuse by a staff member the standard procedure for
reporting allegations to the Health Service Executive should be followed without delay.

Action taken in reporting an allegation of child abuse against a staff member should be based on an opinion
formed reasonably and in good faith. When an allegation is received it should be assessed promptly and
carefully. It will be necessary to decide whether a formal report should be made to the Health Service
Executive. This decision should be based on reasonable grounds for concern as outlined earlier.

Definitions
Appendix | outlines the definitions of emotional, physical, sexual abuse and neglect and lists signs and
symptoms of them. Appendix Il outlines the UN Convention on the Rights of the Child.

Response to child disclosing
[insert organisation procedure in line with Children First]

Confidentiality
[insert organisation procedure in line with Children First]

Recording
[insert organisation procedure in line with Children First]

Responsibility to report to statutory authorities — (see Children First)

If an employee becomes aware of concerns or suspicions of abuse of a child then the following procedures in

line with Children First will take place:

e The welfare of the child is always paramount

e  Staff member reports to the Designated Child Protection Person within [Organisation

e  The organisation will deal with the concern or suspicion in accordance with its own policy in line with
Children First

Reporting procedure in respect of a child
[insert organisation procedure in line with Children First]

Reporting procedure for dealing with an allegation against a staff member or other worker
[insert organisation procedure]

Role of the designated child protection person
[insert organisation procedure in line with Children First]
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Roles and responsibilities of the following in relation to the child protection policy

e Board of Directors
[insert organisation procedure]

e  The Manager
insert organisation procedure

e The Workers
[insert organisation procedure]
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APPENDIX |

PHYSICAL ABUSE

This is physical injury to the child, including deliberate poisoning, where there is definite knowledge or a
reasonable suspicion that the injury was inflicted or knowingly not prevented. The following examples of signs
and symptoms are not indicative of physical abuse on their own, but rather a cluster or pattern of some of
them may suggest abuse:

e Unexplained or untreated injuries
e Injuries not consistent with the history of the injury
= Specific physical signs, including:

a)  Bruising around the mouth

b)  Grasp marks on the arms or chest

c) Bruising on the back of the ear

d) Direct impression bruising (e.g. belt, shoe, hard marks)

e) Linear bruising, particularly on the back or buttocks

f)  Finger marks

g) Bruising of different ages

h)  Any fracture which does not have a clear accidental history, or untreated fractures which may be
seen on xray

i)  Poisoning

))  Bite marks

k)  Burn and scalds (e.g. from hot baths and cigarette burns)

[)  Scars, exceptionally large in number

m) Bald patches

SEXUAL ABUSE

This is the involvement of dependent, developmentally immature children and adolescents in sexual activities
they do not truly comprehend, to which they are unable to give informed consent or that violate the social
taboos of family roles. The following examples of signs and symptoms are not indicative of sexual abuse on
their own, but rather a cluster or pattern of some of them may suggest sexual abuse:

e Pregnancy

« Injuries to the genital/anal area (e.g. tearing, bruising, rectal damage)
e Venereal disease (e.g. thrush, cystitis)

e Sexualised drawings/play/behaviour

* Regressive patterns (e.g. soiling, wetting)

e  Psychosomatic symptoms (e.g. headaches, frequent stomach pains)
e Anorexia or bulimia

*  Sleep disturbances (e.g. nightmares, hyper-alertness)

e Aggression or withdrawal

e Sudden poor performance at school

e Fear of changing clothing or undressing in public
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Fear of certain people or places

Having unexplained sums of money or gifts
Running away

Self-mutilation

Suicide attempts

Social isolation or no friends

EMOTIONAL ABUSE

Emotional abuse is persistent or severe emotional ill-treatment or rejection having an adverse effect on the
behaviour and emotional development of a child. All types of abuse involve some emotional ill-treatment;
however, this category should be used where the emotional element is the primary or sole form of abuse.
The following examples of signs and symptoms are not indicative of emotional abuse on their own, but rather
a cluster or pattern of some of them may suggest emaotional abuse:

Physical/mental/developmental delays

Overreaction to mistakes

Underweight or lethargic

Withdrawn or attention-seeking

Neurotic behaviours (e.g. rocking, hair twisting)
Admission of over-excessive punishment

Speech disorders (e.g. stammer, stutter)

Hostile attitude to the child or disinterest in the child by parents
Unrealistic expectations set for the child by parents
Self-mutilation

Suicidal

Running away

NEGLECT

Neglect is the persistent or severe neglect of a child (for example, by exposure to any kind of danger,
including cold or starvation) which results in serious impairment of the child’s health or development,
including non-organic failure to thrive. The following examples of signs and symptoms are not indicative of
neglect on their own, but rather a cluster or pattern of some of them may suggest neglect:

Physical appearance is neglected

Poor personal hygiene

Inappropriate clothing

Tiredness

Constant hunger

Compulsive stealing or scavenging

Diarrhoea (caused by poor or inappropriate diet)
Dry, sparse hair

Underweight or emaciated (generally short in stature)
Untreated medical problems

Self-destructive tendencies

Running away
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APPENDIX I

THE UN CONVENTION ON THE RIGHTS OF THE CHILD (1989)

The Convention stipulates the following general principles:

=  States shall ensure each child enjoys full rights without discrimination or distinction of any kind.

e The child’s best interests shall be a primary consideration in all actions concerning children, whether
undertaken by public, private or social welfare institutions, courts, administrative authorities or legislative

bodies.

e Every child has the right to life and States shall ensure, to the maximum extent possible, child survival
and development.

e Children have the right to be heard.

The Convention stipulates the following substantive provisions:

Civil rights and freedom

The right to a name and a nationality.

e The right to a sense of identity.

e The right to freedom of expression.

e The right to freedom of thought, conscience and religion.
e The right to freedom of association.

e The right to privacy.

No child shall be subjected to torture, or other cruel, inhuman or degrading treatment or punishment.
Family environment and parental guidance

«  States must respect the responsibilities of parents and extended family members to provide guidance for
children.

e The convention gives parents a joint and primary responsibility for raising their children.

e A child should not be separated from his or her parents unless this is deemed to be in the child’s best
interests.
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e Children and their parents have the right to leave any country and to enter their own country for
purposes of reunion with each other.

e Children have the right to an adequate standard of living.

* The Convention obliges the State to provide special protection for children deprived of a family
environment.

e The State has the obligation to prevent or remedy the kidnapping or retention of children abroad by a
parent or third party.

* The State has the obligation to protect children from all forms of abuse or neglect.
e In cases of child victims of armed conflict, torture, neglect, maltreatment or exploitation, it is the
responsibility of the State to ensure that they receive appropriate rehabilitative care and treatment to

facilitate their recovery and integration into society.

* A child placed by the State for reasons of care, protection or treatment is entitled to have that
placement regularly evaluated.

Basic health and welfare of children

e Every child has the right to life.

Parties shall ensure to the maximum extent the survival and development of the child.
e The child has the right to the highest attainable standard of health.

« Disabled children have the right to special treatment, education and care.

e  Children have the right to benefit from social security.

e Every child has the right to a standard of living adequate for the child’s mental, physical, spiritual, moral
and social development.

Education, leisure and recreation
e Children have the right to education.

* The aims of education are geared towards developing children’s personalities, as well as their mental and
physical abilities to the fullest extent.

*  Children have a right to enjoy leisure, recreation and cultural activities.
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Special protection measures

2)

b)

82

Situations of armed conflict:

State parties shall take all feasible measures to ensure that children under 15 years of age take no
part in hostilities and that no child below 15 is recruited into the armed forces.

State parties shall take all feasible measures to ensure protection and care of children who are
affected by armed conflict.

Children have the right to appropriate treatment for their recovery from the effects of armed
conflict and social reintegration.

Special protection shall be given to refugee children or to children seeking refugee status.

In situations where children are in conflict with the law:

Regarding the administration of juvenile justice, a child who comes in conflict with the law has the
right to treatment that promotes his or her dignity and self-worth, takes into account the child’s age
and aims at his or her integration into society.

Children are entitled to basic guarantees, as well as legal or other assistance, for their defence and
judicial proceedings, and institutional placements shall be provided wherever possible.

Any child deprived of liberty shall not be kept apart from adults unless it is in the child’s best inter-
ests to do so.

A child who is detained shall have legal and other assistance, as well as contact with his or her
family.

n situations of exploitation:

Children have the right to be protected from economic exploitation and from work that threatens
their health.

Children have the right to protection from the use of narcotic and psychotropic drugs, as well as
from being involved in their production and distribution.

Children have the right to protection from sexual exploitation and abuse, including prostitution and
pornography.

It is the State’s obligation to make every effort to prevent the sale, trafficking and abduction of
children.
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d) In situations of children belonging to a minority or indigenous group:

e Children of minority communities and indigenous populations have the right to enjoy their own
culture and to practice their own religion and language.
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INSTRUCTIONS FOR SAMPLE DISCIPLINE AND DISMISSAL POLICY

In their policy documents, organisations should address the authority of the Manager in disciplinary matters
regarding the Manager's entitlement to issue verbal warnings, warnings, suspensions and dismissals. The
structure should be clearly outlined for those involved in the management of services.

As this is such a complex area, services should consider getting professional support and advice.

Other issues to note:

* Organisations should ensure that sanctions are appropriate to the charge.

e The policies and procedures and any standards and rules should be clearly understood by the employee.

* Inthe case of gross misconduct, it is usual that the employee would be suspended on full pay, pending
the investigation and hearing. The sanction of suspension without pay is one possible outcome of the
disciplinary hearing. Organisations who wish to use the latter type of suspension should (a) include it as
part of their policy and (b) use it appropriately.

« If the timeframes specified in the policy cannot be adhered to, the timeframes may be extended by
mutual agreement.

e At the disciplinary interview make sure that:
0  The employee knows the details of the allegation.
0  The employee has the opportunity to put forward their side of the matter.
o0 The disciplinary action is appropriate to the circumstances.

e The written warning should accurately record the warning given at the interview. Do not write the
warning before the investigation and hearing have taken place.

« If appropriate, the warning should state clearly that dismissal might result from a failure to comply.

e At all stages of the procedures, the principles of natural justice must apply.

e The right to appeal should be confirmed as part of any warning or dismissal letter.

* Itis unfair to keep details of warnings on the employee's file after the warning period has elapsed.
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SAMPLE DISCIPLINE AND DISMISSAL POLICY

PURPOSE

The Discipline and Dismissal Policy of [Organisation] is designed to help and encourage all employees to
achieve and maintain high standards of conduct, job performance and capability. The policy also aims to help
employees whose performance or conduct falls below the [Organisation] requirements to achieve the
necessary improvement. Formal procedures are vital to ensure consistent and fair disciplinary action at all
times.

SCOPE
All staff members from the first day of their employment.

POLICY AND PROCEDURES
The Discipline and Dismissal Policy may be invoked if [Organisation] receives complaints about an employee’s
conduct, timekeeping, attendance or job performance.

The following applies:

Organisation], where possible, will ensure that the employee receives a written summary of the main
areas of complaint before a meeting, unless the matter is considered so urgent that to give a written
note before the meeting would not be reasonable. If such a situation arises, the employee will be
informed of the nature of the complaint at the beginning of the meeting.

* The Manager or other appropriate personnel may be required to carry out an investigation into the
alleged offence(s).

*  The Manager will act consistently, objectively and reasonably when dealing with any disciplinary issues.

e In some circumstances it would not be necessary to go through all three stages of a procedure before
leading to a final warning or dismissal. The procedure may be instituted at any stage for more serious
offences. The level of warning issued to the employee will depend on the information obtained through
the investigation and the subsequent disciplinary hearing.

=  When possible, the disciplinary meeting will be adjourned to decide on what course of action might be
taken.The employee and their representative will then be asked to rejoin the meeting and informed of
the decision. However, there may be circumstances (in relation to misconduct or gross misconduct) when
the meeting may be ended and the employee and their representative will be asked to attend on
another day and time to be informed of the decision.

* In the case of alleged serious or gross misconduct, an employee may be suspended on full pay whilst an
investigation takes place. The employee will be given every opportunity to hear what charges are being
made against them and to make representations on their behalf. This will happen before any decision
regarding disciplinary action is made. Employees dismissed on the grounds of gross misconduct will not
be entitled to any notice period payment.
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* Through this policy, [Organisation] ensures that the employee is made aware of the principles of natural
justice:

e  The employee has the right to know the case against him or her.
e  The employee has the right to reply and state his or her case.

*  The employee has the right to due consideration.

*  The employee has the right to representation.

e  The employee has the right to appeal.

DISCIPLINARY PROCESS
All of the following stages form part of the disciplinary process.

Informal stage

At this early stage, the aim of the policy is to help the employee achieve the required standard of perform-
ance or behaviour. Depending on the nature of the offence, the Manager may decide to begin the disciplinary
procedures at this stage.

The Manager will:

« Informally meet with the employee to discuss with them the unacceptable behaviour or weak area of
their performance.

e Agree on improvement measures and the timeframe for these improvements with the employee.

e Offer to support and coach the employee in improving their performance.

* Decide on a date to review the progress with the employee.

e Clearly inform the employee of the next step in the procedure if agreed standards of improvement are
not achieved.

e Maintain a record of the meetings held.

Formal process
The formal disciplinary procedure may be initiated for a number of reasons. (Examples of misconduct and
gross misconduct are outlined at the end of this section.)

Stage | —Verbal warning

The employee will be invited to a disciplinary meeting with their representative. The matter arising will be
presented to the employee. The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their
representative will be asked to rejoin the meeting and they will be informed of the decision.

(See information above regarding adjournment of meetings.)

The verbal warning should be given by the employee’s immediate manager.
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The manager will inform the employee:

1. What the issue or matter is,

2. What action or improvement is required from the employee,

3. A date for a review meeting and

4. What will happen if there is no improvement made by the employee.

A record of the verbal warning, including the decision, will be issued in writing in duplicate. A copy of this will
be given to the employee to sign and return to the manager. This signed copy will be placed on the
employee’s personnel file for a period of six months. The warning will be issued in the presence of another
supervisor or manager and the employee’s representative.

All warnings issued must include information on the appeals process.

Stage 2 —Written warning
The employee will be invited to a disciplinary meeting with their representative. The matter arising will be
presented to the employee. The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their
representative will be asked to rejoin the meeting and they will be informed of the decision.
(See information above regarding adjournment of meetings.)

If the required improvement does not take place on foot of verbal warning, a written warning should be given
by the immediate manager.

The warning should state:

1. What the issue or matter is,

2. What action or improvement is required from the employee,

3. A date for a review meeting and

4. What will happen if there is no improvement made by the employee.

The warning will be issued in writing in duplicate, a copy of which the employee should sign and return to the
Manager. This signed copy will be placed on the employee’s personnel file for a period of 12 months. The
warning will be issued in the presence of another supervisor or manager and the employee’s representative.

All warnings issued must include information on the appeals process.

Stage 3 — Final written warning

The employee will be invited to a disciplinary meeting with their representative. The matter arising will be
presented to the employee. The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their
representative will be asked to rejoin the meeting and they will be informed of the decision.

(See information above regarding adjournment of meetings.)

If the required improvement does not take place on foot of verbal and written warnings, a final written
warning will be given by the employee’s senior manager.
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The warning should state:

1. What the issue or matter is,

2. What action or improvement is required from the employee,

3. A date for a review meeting and

4. What will happen if there is no improvement made by the employee.

The employee will be given the opportunity to state their case.

The final warning will be issued in writing in duplicate, a copy of which the employee should sign and return
to the senior manager. This signed copy will be placed on the employee’s personnel file for a period of 12
months. The warning will be issued in the presence of another supervisor or manager and the employee’s
representative.

All warnings issued must include information on the appeals process.

Stage 4 — Dismissal
If there have been further breaches of discipline after the third stage, or if an incident is that serious that the
matter cannot be dealt with at Stages 1, 2 or 3, then the employer may decide to dismiss the employee.

The procedure for dismissal is as follows:

1. Appropriate investigation and consideration of the matter is given by the Management Committee.

2. A meeting is held between the Management Committee, the manager who is dismissing the employee,
the employee and their representative.

3. The position of [Organisation] is outlined to the employee.

4. The Management Committee considers the position of the employee (and their representative).

The dismissal will be recorded in writing and include information on the appeals process.

Misconduct and gross misconduct
The following are examples of misconduct and gross misconduct. This list is not exhaustive.

Misconduct

e  Failure to comply with a reasonable request

e Abusive or insulting behaviour or language to fellow workers, children or parents
e  The taking of or being under the influence of alcohol or unprescribed drugs during working hours
e Failure to comply with written instructions

e  Failure to maintain the required dress standard and appearance

e Unacceptable performance

e  Persistent failure to reach job requirements

*  Persistent and unacceptable levels of absence

e Failure to follow absence reporting procedures

*  Giving false evidence of incapacity for work

* Timekeeping infractions (being persistently late)

e Leaving the workplace early

e Breach of policies and procedures

e Undertaking work in conflict with [Organisation]
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Gross misconduct

e Allegation of abuse against a child

e Breach of confidentiality

e Leaving [Organisation] without permission

e Submitting or entering false information or misleading information

* Refusal to obey a reasonable instruction from someone authorised to issue such instructions

e Stealing from [Organisation] or fellow employees

e Horseplay (joking, clowning, rowdiness or fun that could lead to a possible mishap or accident)

e Bullying/harassment

e Sexual harassment

« Serious or persistent acts of discrimination (sexual, racial, religious, disability-related or otherwise)

* Continued failure to observe the dignity of others

e Physical and verbal assault

e False declaration of information at the time of initial employment which would have affected the decision
to offer employment

e Continued failure to attend a disciplinary hearing

* Repeated failure to comply with reasonable requests

* Non-compliance with health and safety policies and procedures

* Neglect of safety standards

e Repeated breach of policies and procedures

Appeals process

The appeals process ensures that employees have a right to appeal at any stage of the disciplinary
procedures. If an employee wishes to appeal the disciplinary sanction, they should submit their appeal in
writing within seven working days of the employee being informed of the proposed action to be taken against
them.

The disciplinary letter should inform the employee of whom to direct the appeal request. Once the relevant
person receives the appeal letter from the employee, they should meet with the parties concerned within
seven working days to consider all the relevant evidence, and give their decision within five working days after
the meeting to consider the appeal.

If necessary, employees also have recourse to the normal industrial relations procedures such as the Labour
Court and the Employment Appeals Tribunal.
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SAMPLE GRIEVANCE POLICY

PURPOSE

It is in the mutual interest of both [Organisation] and its staff members to establish a clear policy for the
resolution of any serious disagreement or conflict arising between them. Grievances will occur in the normal
course of interaction in any organisation or work place. Failure to provide procedures to deal adequately with
these grievances as they arise will inevitably lead to disputes affecting not only the aggrieved party, but all
those employed in the organisation.

SCOPE
The [Organisation] Board of Directors, employees, volunteers and students.

POLICY AND PROCEDURES
It is the policy of [Organisation] to ensure that employees with a grievance relating to their employment can
use this policy to help to resolve grievances as quickly as possible.

General information

« All grievances should be put in writing. If an employee makes a complaint verbally, it will be recorded in
writing by the person to whom the employee has made the grievance and a written copy should then
be given to the employee. This will allow the employee to make any changes to the written document, if
they so wish.

« If the timeframes specified in the policy cannot be adhered to, the timeframes may be extended by
mutual agreement.

e The manager to whom the grievance has been reported may need to investigate matters arising from
the grievance. This may require the manager to interview other people in relation to the matter, as well
as the employee who has made the grievance.

Informal discussion

Staff members are encouraged to approach their immediate supervisor in the first instance to discuss issues
and attempt to resolve them. If the staff member is dissatisfied with the response, he or she may utilise Stage
1 of the procedure. Occasionally, a situation can occur when a staff member has a grievance which he or she
cannot discuss with his or her immediate supervisor or may consider his or her immediate supervisor to be
part of the problem. In such instances, he or she should discuss the matter with the next level of
Management.

For some staff members, Stage 1 and possibly Stage 2 will not apply.

Procedures

Stage |

* The employee is encouraged to approach their immediate manager when a grievance first arises.
e The employee has the option to have a colleague or representative present.

e The problem is discussed and outcome decided upon.

*  The meeting should be recorded and the record signed by both parties, with copies issued to those in
attendance.
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Stage 2

e Should the employee be dissatisfied with the previous outcome or feel they cannot approach their
immediate supervisor, they can approach their supervisor’s senior. This may be done personally or in
writing.

* Again, the employee is given the option to have a representative present.
e Adiscussion will be held and a response given within five working days.

e  The meeting should be recorded and the record signed by both parties, with copies issued to those in
attendance.

Stage 3
e If the response is not adequate in resolving the issue, the employee may appeal to the Management
Committee, as appropriate.

e Again, a representative may be present.

* A meeting will be arranged to discuss the matter within five working days, if possible. The Management
Committee should respond in writing as soon as possible after the meeting.

* The meeting and response should be recorded and the record signed by both parties, with copies issued
to those in attendance.

Stage 4

e In the event of a matter not being resolved internally, the matter may be referred through normal
industrial relations procedures. The procedures referred to include reference to a Rights Commissioner,
the Labour Relations Commission, the Labour Court, the Employment Appeals Tribunal or an Equality
Officer, as appropriate.

« During the period in which the grievance procedure is being followed, no form of industrial action—such
as go-slow, walk-out, strike, lock-out or other form of action—wiill take place until all avenues as outlined
in this policy have been followed. In the event of any issues arising which may not be immediately
processed in accordance with the above grievance procedure, then it is expected that normal working
(even if under protest) would continue until a settlement is reached.

Manager’s grievance
If the Manager has a grievance related to their employment, he or she should raise the matter initially with the
Chairperson of the Board of Directors.

If the matter is not resolved, the Manager may refer it to the Board of Directors, who will provide him or her
with an opportunity of being heard by a subcommittee made up of [Organisation] Board of Directors
representatives, which will give a final decision.

In the event of the matter not being resolved internally, the matter may be referred externally through normal
industrial relations procedures, as noted above.
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SAMPLE INFORMATION TECHNOLOGY POLICY

PURPOSE

[Organisation] has adopted this policy to ensure that it meets its obligations in relation to best practice in the
use of email and internet facilities in the workplace. The policy is applicable during working hours and also
outside working hours where the action taken may have a negative effect on the work environment.

SCOPE
This policy sets out the rules regarding the use of [Organisation] information technology (IT) systems and the
right of [Organisation] to monitor such activity. It covers the use of all computing facilities and resources
administered by the [Organisation] (including mobile equipment), and in particular:

e internet,

e email and

* voicemail and phone service.

This policy applies to all personnel of [Organisation] (which includes employees, students, volunteers and
remote users) and anyone using computer hardware or software for any purpose at [Organisation], including
their own equipment and when connected to [Organisation] through a network.

POLICY AND PROCEDURES

Employees, students, volunteers must always comply with this policy when using [Organisation] computers
and related equipment and behave professionally in all forms of communication. Violation of this policy will
result in disciplinary action up to and including termination of employment.

The [Organisation] recognises that information available in electronic form will be the first point of contact
with [Organisation] for many service users, clients and other organisations. The underlying philosophy of this
policy is that the [Organisation] computing facilities should be used in a manner which is ethical, legal and
appropriate to [Organisation] aims and not to the detriment of others.

Under the Child Trafficking and Pornography Act, 1998, it is illegal for a person to possess, produce or
distribute child pornography. Any employee of [Organisation] who becomes aware of this material through
the misuse of the IT system, must notify the Manager or a member of the Board of Directors. All use of
[Organisation] networked computer equipment (i.e. PCs, file storage and access, network and internet access)
is governed by this policy. This includes, but is not limited to, the use of email, the viewing and downloading of
web material, the content of and links to personal webpages, and the participation in websites or other online
news groups, discussion, forums, and chats.

It is the responsibility of all employees to use these resources in a professional, responsible, ethical and lawful
manner. Anyone who abuses these resources has engaged in unacceptable conduct.

Users are responsible for all actions taken using any computer logon ID assigned to them.These IDs and
associated passwords are considered sensitive and confidential. Account IDs and passwords must never be
shared with another person.

Inappropriate use may lead to disciplinary action

Inappropriate use of [Organisation] information technology systems may result in discipline up to and
including termination of employment. The following is a list of examples of conduct or behaviour that is
explicitly prohibited. Since it is not possible to list all inappropriate behaviours, this is not an exhaustive list, and
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[Organisation] personnel can be disciplined for other actions as well.

e Under the Child Trafficking and Pornography Act, 1998, it is illegal for a person to possess, produce or
distribute child pornography.

* Alteration, destruction or attempts to obtain unauthorised access of another user's data are prohibited.

* Attempts to masquerade as another user or hide your identity, monitor network traffic and forge email
or news headers are prohibited.

e Use that adversely affects business (including excessive bandwidth consumption) or violates laws and
guidelines (e.g. copyright laws privacy policies) is prohibited.

e Use or transfer of unauthorised or unlicensed software and viruses or virus-bearing files is prohibited.

« Solicitation or use for personal gain is prohibited.

*  Posting, transferring, downloading, viewing or linking to material that is offensive, abusive, obscene,
defamatory or threatening is prohibited. Examples include hate material; pornography; personal attacks;
racial, ethnic or gender-based slurs or jokes; profanity; or any material that violates the [Organisation
Anti-Bullying/Harassment Policy.

(Example of cross-referencing. There is a sample Anti-Bullying/Harrassment Policy in this section.)

Management's right to access information

[Organisation] computer systems and email systems are business tools for business communications.
[Organisation] owns the systems and all accounts and routinely monitors individual usage of its computing
resources. All systems and networks are subject to standard maintenance and auditing activities, as well as
reasonable-cause searches without notice to [Organisation] personnel. [Organisation] reserves the right to
search, intercept and review both incoming and outgoing mail, internet and all computer information, including
any password-protected employee communications. By virtue of being a member of [Organisation] staff, you
consent to such a search. Backup copies of email may be maintained and referenced for business, legal or
other reasons. Deleting email messages on an individual computer does not automatically make messages
inaccessible.

The basic rule under this policy is that all [Organisation] staff are expected to use common sense and to
conduct themselves in a professional manner in their emails, intranet and internet postings. [Organisation] staff
are reminded that network postings or messages may be archived for years in various internet search
databases. In addition, these messages may be produced to others or to a Court in connection with litigation.

Use of [Organisation] computers and email

[Organisation] provides personnel with computer equipment to be used as a resource in conducting business.
Some incidental personal use (prior to opening hours and during lunch breaks) of [Organisation] computers
and internet access is allowed. Incidental and occasional personal use of email is also permitted at the
discretion of [Organisation], but personnel are reminded that these resources (and all the information on
these resources) are the property of [Organisation]. Examples of personal use that would not be considered
reasonable are: use that adversely affects business, use resulting in excessive bandwidth consumption (due to
the downloading of large files including music, photos and movies), solicitation or use for any personal gain.

All emails issued from [Organisation] carry a disclaimer saying the email is intended only for the addressee(s)

to whom the mail was sent. The email address and telephone number of [Organisation] are included in the
disclaimer. See the [Organisation] Governance Policy for more details.
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[Example of cross-referencing. There is no sample Governance Policy on this CD. See requirements for email
in the chapter on Governance found in Section 1 of the guide.]

Prohibited access to the internet and content of email communications

No employee, student or volunteer should ever transmit any information on the internet or any of the
[Organisation] computer systems that could be considered defamatory. At no time is any [Organisation]
computer to be used in any way to access or download material from any site on the internet where the
principal content of the material is sexually oriented, or where employees, students and volunteers have
reason to believe the information being accessed may be defamatory or irresponsible.

Rules of legal and ethical conduct and non-discriminatory behaviour apply to email. Use of [Organisation
computers or other IT systems in any way which is sexually offensive or harassing is expressly prohibited. All
users are strictly prohibited from sending email messages of a harassing, intimidating, offensive or
discriminatory nature. Examples of forbidden communications include pornographic images; sexually-explicit
messages, cartoons or jokes; unwelcome propositions; ethnic or racial slurs; hate mail; or any other harassment
or disparagement of others based on gender, marital status, family status, sexual orientation, religion, age,
disability, race or membership of the Travelling community. Use of [Organisation] computers, email, or other IT
systems for any illegal activity (such as matters involving guns or drugs) is also strictly forbidden.

Employees, students and volunteers using [Organisation] computers must respect the intellectual property
rights and confidential information of both [Organisation] and other persons.

In addition, employees, students and volunteers may not republish or distribute any copyrighted, pirated or
proprietary materials without the owner’s permission or as otherwise allowed by law, and are prohibited from
accessing any third-party computer system without the express authorisation from the owner. Be particularly
cautious about material that appears to be freely available over the internet because such availability may not
mean that the material is in the public domain (free for any person to use).

If you receive any offensive, unpleasant, harassing or intimidating messages via [Organisation] email, you are
requested to inform the Manager or other person nominated by the Board of Directors.

USB and external devices
A number of device types which connect through a USB port have become available. In particular, pens con-
taining flash memory of varying sizes have appeared which are relatively cheap and very portable.

The following devices are not permitted for use by [Organisation] staff in connection with the computer:

Any mp3 or mp4 player
Any camera that uses USB
Flash memory sticks
Mobile phones

~wnN e

If for any reason employees, students or volunteers should need to use external devices to upload material
relating to [Organisation], this must be agreed and documented by the Manager and or Board of Directors.

Under no circumstance can you install any third-party software or device on [Organisation] computers.
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This policy may be updated from time to time in line with legislation. Employees, students and volunteers are
required to sign off to confirm that they have read, understand and will agree to follow this policy document.
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SAMPLE JURY SERVICE POLICY

PURPOSE
[Organisation]has adopted this policy in line with the Juries Act, 1976.

SCOPE
All members of staff called for jury service by the State.

POLICY AND PROCEDURES

Staff will be granted leave of absence with pay to serve as jurors for the period of attendance required in a
Court of Law. Staff are required to submit their summons to jury service to their manager to verify their
request.

A staff member who attends for jury service and is either not selected or required for only part of a day
should return to work for the remainder of the working day.

A staff member who attends for jury service will not be at a loss of any pay.

Expenses incurred while attending jury service are the responsibility of the staff member, not the employer.

for jury service. For example, childcare services are required to meet adult/child ratios to comply
with the Child Care (Pre-School Services) (No 2) (Amendment) Regulations 2006. In a situation
where the childcare service has staff on annual leave and already has relief staff in to cover the
leave, the absence of an employee for jury service may not be accommodated. In such
circumstances, the employer could make a request that an employee is not released from work to
undertake jury service.

* There are some circumstances whereby an employer may not be able to release the staff member
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SAMPLE RECRUITMENT AND SELECTION POLICY

PURPOSE

The purpose of this policy is to ensure clarity about recruitment and selection in [Organisation], to provide
guidelines for the persons responsible for recruitment and selection and to ensure a consistent and fair
approach.

[Organisation] is committed to ensuring that the Recruitment and Selection Policy and procedures of
[Organisation] comply with the Employment Equality Act, 1998 and Equality Act 2004.

SCOPE
This policy will apply to the recruitment and selection of all staff to [Organisation].

POLICY AND PROCEDURES
* The Board of Directors, having undertaken a job analysis, will appoint a subcommittee to be responsible
for recruitment and selection of staff.

e  The Board of Directors will endeavour to ensure that each position where practicable might be
advertised with regard to family-friendly and work-life-balance policies, and thereby will determine
whether a post might be part-time, job shared, term time or other such initiative.

e  The Board of Directors will require the subcommittee to complete a Recruitment and Selection
Checklist.

e The subcommittee will compile:
e A person specification for the position to be filled, describing the experience, skills and other
attributes required to carry out the job.
e Ajob description for the position to be filled, outlining the duties, tasks and responsibilities for

the job.
*  An information note containing a broad overview of [Organisation] and its relationship with the
community.

= Advertisements will be placed for the position.Where possible, recruitment of staff will be made from
the widest possible field. Therefore, positions will be advertised internally and externally, including local
and national newspapers. Internal recruitment will only apply when the pool of candidates is sufficient for
fair selection.

« Applications of present staff will be treated on an equal basis with external applications.

*  Applicants will be forwarded an application form, job description, person specification and
information note.

e  The subcommittee may convene an appropriately qualified team to review the applications and shortlist
suitable candidates for interview.

* Interviews will always be carried out by more than one person.The interview panel will, when possible,
comprise both genders.
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The appointed interviewers will be trained in interview techniques and fully versed on the relevant
legislation. At least one member of the interview panel should have interviewing skills and experience.
Organisation] will bring in this experience if it is not available on the subcommittee or Board of
Directors.

Members of the interview panel will receive copies of the shortlisted candidates’ applications forms,
together with a job description, person specification and information note.

Members of the interview panel will meet prior to the interviews to compile a range of questions
relating to the requirements of the job and to agree a format of the interview.

All candidates will be asked the same core questions. Interview notes may be taken and a score
(evaluation) sheet will be kept for each candidate.

Medical checks and referee details will be taken up for the agreed candidate.
e  The agreed candidate will be asked to undertake a medical examination at the expense of

[Organisation].

*  Phone references will be followed up with a written request for a reference from the referees.

Once the medical and reference checks have been completed the selected candidate will be offered the
position and a Contract of Employment will be issued.

The subcommittee will write to all the unsuccessful applicants and interviewed candidates to thank them
for applying and to indicate that their application was not successful on this occasion.

All new employees will be required to participate in an induction programme which will commence
within the first month of their appointment.

The subcommittee will keep on file for twelve months from the date of appointment of the successful
candidate all correspondence relating to the particular vacancy advertised. The file should contain the
following:

Candidates' applications

Person specification

Job description

Job advertisement

Record of candidates' assessments
Correspondence with candidates

O OO0 Oo0OO0OOo

Any candidate who feels that they have been discriminated against has a right of complaint, which can be
made in writing to the Board of Directors of [Organisation].

Childcare services and organisations that have employees working with children should ensure that
they are Garda vetted (please see the sample Child Protection Policy in this section and the chapter
on Child Protection Policies in Section 3 of the guide). Those organisations should include Garda
vetting with other checking (i.e. references and medical) in their Recruitment and Selection Policy.
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INSTRUCTIONS FOR SAMPLE SICK LEAVE POLICY

Some organisations may not operate a sick pay scheme for employees. However a Sick Leave Policy should
be written up including the relevant points as outlined below.

SAMPLE SICK LEAVE POLICY

PURPOSE
To provide a sick leave scheme for [Organisation] staff members.

SCOPE
All staff members who have completed their probationary period.

POLICY AND PROCEDURES

Duration and conditions for sick leave

Salary will be paid for a maximum of [insert number] working weeks of sick leave per annum, subject to a
medical certificate being submitted. The sick leave year operates on a rolling 12-month basis. Paid sick leave is
granted to staff members who have completed their probation period, provided that each period of [insert
number] consecutive days or more is covered by a medical doctor’s certificate and that uncertified sick leave
does not exceed [insert number] days per annum.

Part-time staff members will be entitled to sick leave entitlements on a pro-rata basis.

If [Organisation] pays a salary for a period of sick leave, it reserves the right to decide whether such payments
will be made in part or in full. If a staff member’s PRSI contributions would qualify them for benefit payments
related to absences while sick, the staff member must claim to the Department of Social and Family Affairs
during sick leave or at the earliest opportunity and pay it to [Organisation], unless some other arrangement is
made in writing.

[Organisation] has the right to refer staff members to the [Organisation] medical officer in the event of
dispute related to sick leave, or where there are concerns as to the staff member’s health.

General conditions relating to payment of sick pay by [Organisation]

Staff members are required themselves to contact the Manager and in the Manager's absence, the Deputy
Manager, by [insert time] at the latest to report they are unable to attend work. They should, where possible,
give the Manager some indication of the duration of their sick leave.

A medical certificate must be submitted to the staff member's manager after [insert number] days’ illness
or on return to work, whichever is sooner. The original medical certificate should be filed on the staff
member’s personnel file and a copy submitted to the finance section. If a staff member fails to submit a
medical certificate, the staff member should be informed verbally and, if necessary, it should be confirmed
in writing that a condition of their continued employment is the provision of the required certificate or a
written explanation for their absence.
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* Medical certificates must contain the following information:

Date of examination by doctor

Date of issue

Statement that staff member is unfit for work

Nature of illness

Probable duration of illness

The signature of the doctor (rubber stamp alone will not be acceptable)

O OO0 O0OO0Oo

« |f a staff member has been absent due to a serious illness or condition which may be exacerbated by
work, they will be required to provide a certificate of fitness to return to work and will also be required
to attend the [Organisation] medical officer prior to their return to work. The staff member's manager
will liaise with the staff member before their return to work to make this arrangement.

* A staff member who has been absent due to sick leave for a period of [insert number] weeks in any 12-
month period will be required to attend the [Organisation] medical officer.

* A staff member will be required to attend the [Organisation] medical officer at regular intervals while on
extended sick leave.

e Persistent absenteeism will be dealt with through the [Organisation] Discipline and Dismissal Policy.
(Example of cross-referencing. There is a sample Discipline and Dismissal Policy in this section.)

e  The manager must meet with the staff member on their return to work from sick leave. This meeting
should be recorded in writing and a note placed on the staff member's personnel file.

The [Organisation] medical officer

The [Organisation] medical officer may request permission from the staff member to contact their GP or
consultant, whichever is appropriate, to discuss their condition. The medical doctor will advise the manager of
his or her medical findings in relation to the staff member's work—as to their continued absence or
otherwise.

Returning to work from sick leave

Staff members are reminded that they cannot return to work before the date given on their medical
certificate by their doctor. If the staff member feels they are well enough to return to work before the date
on their medical certificate, they should return to their doctor and obtain a new certificate, which should be
given to their manager.

Sick leave to annual leave

Staff members who have been on sick leave and intend taking annual leave should submit a medical certificate
to state they are fit to return to work before they commence any annual leave.
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Annual leave to sick leave

If a staff member falls sick during the course of their annual leave, they shall be regarded as being sick from
the start and finish date of the medical certificate and shall be entitled to take the balance of their annual
leave at a later date, after their return, provided that the balance of the holiday is taken in the same leave year.
The granting of the leave will be determined by the employer.

Circumstances under which sick leave will not be approved:
Medical leave will not be available to staff members under the following circumstances:

The continued non-submitting of medical certificates
* The medical certificates do not contain the required details
e There is reasonable evidence that a staff member is attempting to abuse the system

e There is reasonable evidence that the illness has occurred as a result of self-harm, consumption of
alcohol or taking of illegal or unprescribed drugs

* More than five days of uncertified absences occur in a 12-month period
e The staff member fails to comply with any of the provisions of the [Organisation] sick pay policy

Workplace accidents
The conditions for payment during medical leave related to a workplace accident include:

e The accident is reported to the staff member's manager and other relevant personnel in [Organisation
as soon as possible.

* The accident is not due to negligence of the staff member or deliberate failure to use prescribed safety
equipment.

101



INSTRUCTIONS FOR REFERENCE SHEET FOR MANAGING STRESS

The following sheet can be used during training or posted on the notice board in the organisation for the
benefit of all staff members.

TIP SHEET ON HOW TO MANAGE YOUR STRESS

Any situation that puts is under pressure is stressful. Stress is not necessarily harmful or unpleasant. When we
cope with a stressful situation effectively we can feel challenged, stimulated and liberated. However for the
purpose of these tips we use the term stress to mean the reaction we have to pressure that is unpleasant
and harmful.

Reduce the Pressures
* Become aware of stressors; don’t ignore them!
* Recognise what you can change and what can you avoid or eliminate.

Manage your Time Better

Prioritise!

« Don't procrastinate. Stop putting things off.

* Divide tasks into short-term and long-term.

e Make monthly, weekly and daily To Do lists.

e Do the thing you dislike most on your list first thing in the morning.

« Don't always focus on easy or unimportant tasks. Tackle bigger tasks and divide them into smaller more
manageable chunks of work.

e  Set deadlines.

e  Keep long-term tasks visible by having them in writing on the wall.

e Review priorities weekly and monthly .

* Nominate someone to nag you.

Telephone interruptions

e Chunk calls into half-hour periods.

* Log your time and set a goal to reduce time spent on the phone.
e Avoid unnecessarily long conversations.

Meetings

* Have an agenda.

e  Set a strict timeframe.

e Put a timer on each agenda item.

e Don't wait for latecomers.

« Some managers have some meetings standing up. Length relates to comfort!

102



A Guide to Policies and Procedures for Community Organisations

Paperwork

e Do a bhlitz — two hours one afternoon per week.

e  Paper you don't need to act on gets filed in the bin.
e Write responses at the bottom of memo or letters.
e Chunk routine paperwork into half-hour bites.

Unsolicited Visitors

e Send interrupters away with one of your problems.

e Set a time limit on drop-ins.

= Discourage sitters with no chairs and no coffee (only appropriate in some circumstances).

Saying No

 Don't rush into taking on a task without knowing the commitment and work involved.
e Reward yourself for saying No.

* Recommend someone else much better.

e Delegate — Get others to take on some of your tasks.

e HIDE FOR SHORT PERIODS SO YOU CAN GET THINGS DONE!

Increasing your Coping Resources

* Avoid nicotine, alcohol or caffeine as a means of relieving stress.

=  Work off stress with physical activity.

e Use a stress reduction technique daily and do not put off relaxation — yoga, meditation, deep breathing
or massage.

* Read a book, watch a movie, play a game or listen to music.

* If you become sick, do not try to carry on.

e Learn to accept what you cannot change. Ignoring this leads to unhappiness, cynicism and bitterness.

= Recognise when you are tired and do something about it. Get enough rest.

e Give in occasionally to avoid quarrels.

*  Ease up on criticism of others.

* Have fun, laugh and be with people you enjoy.

e Don'ttry to be perfect!

Remember the Chinese proverb:
That the birds of worry and care fly above your head, this you cannot change. But that they build nests in your hair,
this you can prevent.

You have control!
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