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SECTION 1:  INTRODUCTION

This Staff Handbook sets out the general terms and conditions of employment and is a confidential document between you and (Project’s Name).  It is important to read it carefully and sign it.  By signing this document, you are deemed to be familiar with and to have accepted these terms and conditions, under which you are employed.   You will be kept informed and notified by the Voluntary Board of Management (VBOM) of any ensuing changes to your terms and conditions of employment.  

Optional – The Staff Handbook will only be changed by requirements of the law or with the full approval of the employees and Voluntary Board of Management (VBOM).  
1.1  Purpose of this Staff Handbook 

This Staff Handbook is your guide to your terms and conditions of employment.  The information contained in this Handbook applies to all employees.   It is important to take time to become familiar with the contents of the Handbook and you should read it carefully.  We have endeavoured to include as much information as possible.   While information contained in this Handbook is currently accurate, it is likely that information will alter during the course of its publication.  


1.2. (Project’s Name) Background and Mission Statement 

1.3. Responsibilities in Relation to Employment Issues 

The following information outlines the roles and responsibilities of Voluntary Board of Management (VBOM) members, the Staff Liaison Group and key staff in relation to managing the (Projects Name) employment practice.  

Please Note: The delegation of responsibility in relation to policies and procedures in this Staff Handbook to the VBOM, the Staff Liaison Group and key staff is up to each individual project to decide, use the information as a guide and delete what is not appropriate.

1.3.1. ROLE OF THE VBOM:

The VBOM has the overall legal responsibility for managing the Projects employment policies, practice and procedures.

The VBOM delegates the responsibility for managing this area of work to the Staff Liaison Group, the Co-ordinator and other key staff responsible for managing staff. 

The Directors of (Project’s Name) are the legal employers of all staff including the          (Co-ordinator / other Key Staff), and they have the following responsibilities:

Responsibility

Whilst the Directors delegate the role of dealing with employment issues to the Staff Liaison Group and the (Co-ordinator / other Key Staff), they have an overall responsibility to ensure that this is being undertaken well and that the needs of staff within the organisation are being met. Should anything go wrong the VBOM is responsible.

Involvement in Appeals Procedures:

Should the need arise Directors can be required to play a role in relation to any appeals process outlined in this Staff Handbook under Grievance and Disciplinary Procedures, see section 3.  

Approval of new posts being created:

The full VBOM will have final approval in decisions relating to any new posts that may be created.

Legal and financial implications in relation to new posts;

The VBOM will have final approval in decisions that have legal or cost implications not previously approved by the VBOM.

.
Changes to Terms and Conditions of Employment:

The VBOM will have final approval of any major changes to the terms and conditions of employment within (Project’s Name).
1.3.2. ROLE OF THE STAFF LIASION GROUP

Membership of the Staff Liaison Group ( SLG):

The VBOM decides on the membership of the SLG. The SLG will comprise of 2/3 VBOM members. The VBOM can co-opt additional members or changes membership of the SLG as they see fit.

The Coordinator will be in attendance at SLG meetings as requested.

Role of the SLG:
The role of the Staff Liaison Group in relation to employment issues is as follows:

Information flow:

Advising, informing, reporting back and being accountable to the VBOM on decisions taken and recommendations being made in relation to management of employment issues within (Project’s Name).
Getting approval for changes to terms and conditions:

Working with the (Co-ordinator / other Key Staff) in developing any new job-descriptions, terms and conditions or staff policies and procedures. 

Involvement in Disciplinary and grievance procedures:

Involvement in dealing with and managing the following: 

· Any disciplinary issues relating to the (Co-ordinator / other key staff) position

· Any grievance issues raised by the (Co-ordinator/other key staff)
· Any grievance issues raised by other staff in relation to the (Co-ordinator / other key staff) if this cannot be resolved through procedures outlined in the Staff Handbook.

· Should the need arise Directors can also be required to play a role in relation to any 

     appeals process outlined in the Staff Handbook under Grievance and Disciplinary 

     Procedures

Getting approval for new positions:

Bringing  back decisions for final approval to the VBOM in relation to any new posts that need to be created.

Participation in recruitment procedures:

Involvement  in the short listing and recruitment procedures of candidates to be interviewed for new posts where appropriate and required.
Involvement in support, supervision and annual appraisals:

The Staff Liaison Group will participate in the following:

· Carrying out regular support and supervision meetings as well as annual appraisals

     procedures for (Co-ordinator). 
· Participate in Annual appraisals of other core staff with (Co-ordinator) including, the 

     Development Worker, Administrator etc. 

Involvement in staff applications for participation in training:

Involvement in making decisions in relation to applications from individual staff for financial support over and above ……….. euro to participate in training.
Delegation:

Delegation of  responsibility to the Co-ordinator for the over all day to day management of staff and employment issues.
1.3.3. ROLE OF THE CO-ORDINATOR:

The role of managing the organisation and dealing with staff and employment issues on a

day to day basis is delegated to the Co-ordinator who will be expected to undertake the 

following work in relation to employment issues:


Accountability:

Advising, informing and reporting back to the Staff Liaison Group. Carrying out work as 

appropriate and delegated by the Staff Liaison Group.

Development of new policies:

Working in conjunction with the Staff Liaison Group on the development of any new job-

descriptions, terms and conditions, policies and procedures. This will include any

necessary staff and VBOM consultation procedures with responsibility for final approval

with the VBOM.

Recruitment and induction of new staff:

Managing the recruitment and induction process for new staff in conjunction with the

Staff Liaison Group. For example, developing Job Descriptions, Person Specification

sheets and managing recruitment process

Contracts:


Ensuring staff contracts are in place, up to date and signed by appropriate VBOM member.

Provision of support, supervision and annual appraisals:

 
The Co-ordinator will undertake the following:

· Ensure that all key staff receive adequate support and supervision to be able to carry out their work. (Delegation of supervision of other staff as appropriate)
· Ensure that annual appraisals take place with key staff in conjunction with a member of the Staff Liaison Group.

· Participate with core staff in the annual appraisals of other workers as delegated to key 

     staff. 

Overall team development:

Support the development of the overall staff team and ensure regular team meetings take place.
Negotiating with staff:


Negotiation with staff in relation to holidays, annual increments and 
expenses etc.

Up-dating and adherence to policies and procedures:

Ensuring terms and conditions of employment are up to date and that all policies and procedures are adhered to.
Grievance and disciplinary issues:

Informing the Staff Liaison Group (and VBOM as appropriate) of any potential difficulties arising. Dealing with disciplinary or grievance procedures as outlined in the Staff Handbook and ensuring that the Staff Liaison Group are involved as appropriate.

Day to day issues:
Dealing with any difficulties or concerns that may come up on a day to day basis in relation to employment issues, and ensuring the Staff Liaison Group is informed.
Convening meetings of the Staff Liaison Group:

The Co-ordinator will be responsible for convening the meetings of the Staff Liaison Group.
1.4. Employment Records

Your employment record will contain all relevant information concerning your employment

including address, telephone numbers, emergency contact details and relevant

educational attainments etc.  It is important to ensure that these records are kept up to

date therefore it is important to notify the (Project’s Name) of any change which might

affect your employment record.  

SECTION 2: CONDITIONS OF EMPLOYMENT

2.1.    Contract of Employment 

Upon accepting an offer of employment from (Project’s Name) the member of staff will

receive as soon as is practicable and in any event no later than two months from the date 

of commencement of employment, a contract of employment.  The staff member will be 

required to sign and return the contract to (Project’s Name) as acknowledgement and 

acceptance of the terms and conditions of the contract.  Acceptance of the contract shall 

deem the employee to be familiar with and to have accepted the terms and conditions of 

employment contained in this document.

The contract will specify the employment relationship between (Project’s Name) and the 

specific employee, i.e. permanent or fixed term, full-time, part-time or job-share. 

(Project’s Name) aims to provide permanent employment where possible; however, this 

will be dependent on receiving ongoing core funding from …………………… (funders).  

(Project’s Name) aims to provide where possible consistent terms and conditions of 

employment for all employees, as detailed in this document and in the individual 

employee’s contract. 

Part-time employees undertaking other outside employment are expected to ensure that 

the other employment will not interfere with or impair the efficiency of their employment in 

(Project’s Name) and will not conflict with the interests of (Project’s Name). Where 

employees are full-time, the organisation expects those employees to commit their time to 

(Project’s Name).  (Project’s Name) will reserve the right to have full knowledge of external 

voluntary work in case of any conflict of interest.

All contracts to be valid must be signed by the employee and counter signed by the line 

Manager and / or one of the Company Directors.

2.2
 Job Description 

The person appointed shall perform the duties determined by the [Voluntary Board of 

Management (VBOM)] as set out in the job description given to her/him before the 

interview.  The job description will be reviewed and updated regularly on the agreement of 

both the (VBOM) and the employee. 

2.3
RECRUITMENT AND SELECTION POLICY

(Project’s Name) aims to provide efficient quality services and supports to all 

members of the community and believes that the achievement of this aim is dependent on 

it’s staff.  Accordingly, our organisation is committed to recruiting the right people into the 

right job at the right time in a fair, consistent and cost effective manner. In furtherance of 

this, it undertakes to ensure all appointments and promotions are made on the basis of

clear and justifiable job related criteria as follows. 

· The recruitment and selection policy and procedures of this organisation are in keeping with our equal opportunities policy.

· The recruitment and selection of suitably qualified staff will be made from the widest possible field.  Positions will be advertised locally and nationally.

· The applications of current staff will be treated on an equal basis with external applications.

· Individuals must be selected for employment on the basis of being the most suitable candidate.  Job applicants must not be treated less favourably on the grounds of gender, marital status, disability, sexual orientation, race, colour, ethnic or national origin, anti-body status, age, political or religious belief or responsibility for dependents or put at a disadvantage by unjustifiable conditions or requirements.

· All advertisements for posts and all information sent out to applicants for posts should state clearly that the organisation is an equal opportunities employer.

· Posts are open for job sharing providing it is in the best interests of the organisation.

· A job description must be drawn up for each post to be filled, detailing the core responsibilities and tasks relating to the job.  The job description will be sent to all interview candidates.

· A ‘person specification’ must be drawn up for each post to be filled, describing the experience, skills, qualifications, knowledge and personal qualities required to carry out the job satisfactorily.  This ensures that before the recruitment process begins clear criteria are agreed against which all applications are assessed.

· Short listing and interviewing of candidates must be carried out with a minimum of three people and a maximum of six on the interview board.  A representative of the relevant funding body will be invited to participate in the selection process, where a support agency worker is being recruited.

· Both sexes must be represented on interview panels.

· Interview panels where necessary, will be given guidelines on good interview practice and on the prevention of discrimination.

· A written record must be kept of the assessments made for each applicant for at least six months after a letter is sent to an unsuccessful candidate. The written record for the unsuccessful candidate will be kept in a personnel file.
· Any candidate who feels that he / she has been unfairly discriminated against has a right of complaint, which can be exercised by writing to the VBOM of the Project. If the complaint is not upheld by the Board, the complainant still retains the right to have the complaint investigated by the appropriate mechanism of the state.

· Candidates called for interview will not be reimbursed for out of pocket expenses or over night accommodation.

2.4 INDUCTION

All new employees will have an induction programme at the commencement of their 

employment.  The purpose of the induction is to help the new employee settle into the 

position and to make sure s/he has all the necessary information s/he needs in 

order to do the job effectively.  The duration and content of induction will vary according to 

the needs of the employee and the position. 
2.5 PROBATIONARY Period 

Confirmation of appointments will be subject to satisfactory completion of a period of

probation as follows:

· For any full-time/part-time post there will be a probationary period of six months, with an interim review at the fourth month.  The probationary period may be extended for a further three months, which brings the period up to nine months.  The employee will be informed through supervision and in writing about reason(s) for this decision. 

· During the probationary period (Project’s Name) shall ensure that each employee is fully assisted in understanding and becoming familiar with the demands of his/her post and that there is full discussion with an employee about any problems or difficulties.

· An appraisal will take place before being confirmed as a permanent employee.

· During the period of probation the contract can be terminated by either party in 

     accordance with the provisions of the Minimum Notice and Terms of Employment Acts,

     1973 – 2001.

· (Project’s Name) will notify the employee in writing of his/her satisfactory completion of the period of probation.  

2.6 HOURS OF WORK / TIME KEEPING etc.. 

Full-time staff are required to work a …… hour week and this does not include time taken 

off for lunch.  Staff engaged to work on a part-time basis will have hours specified in their 

contract.  The normal working hours can be flexible and must be agreed with the         

(Co-ordinator / immediate Supervisor / Staff Liaison Group) according to the requirements 

of the work. All staff are required to submit a time record sheet (weekly / fortnightly / 

monthly) basis. Staff are expected to be reliable and punctual in reporting for work.  

The VBOM retain the right to reduce an employee hours of work.

Employee’s hours of work are subject to funding. 

2.6.1. UNAUTHORISED ABSENCE/LEAVING THE PREMISES

Staff must get verbal permission from their (Co-ordinator / immediate supervisor etc.) prior 

to leaving the premises during working hours, on a non work related matter, regardless of 

the reason.  Any absence from work during regular working hours which is not agreed with 

(Co-ordinator / immediate  supervisor etc.) may be subject to disciplinary action.

2.6.2. TIME KEEPING 

It is (Project’s Name) policy to implement a high standard of time keeping.  Staff are

expected to be reliable and punctual in reporting for work.  All staff are paid on the basis of

the hours specified in their contracts of employment and are required to commence and 

finish work at the designated times.  (Project’s Name) has the right to manage time and 

attendance.  If a staff member has a record of lateness, this may, depending on the 

circumstances, be reflected in a performance review.  If the problem persists the 

disciplinary procedures will be invoked. 
2.6.3. UNSOCIAL HOURS 


If an employee is required to work unsocial hours (after normal working hours e.g. after 

5.30pm or at any time on Saturdays, Sunday or public holidays) on a regular basis or to 

any substantial degree, the employee will be informed of this at the time of the interview, 

before an offer of employment is made.  The same applies if an employee is required to 

stay away from home on a regular basis or to any substantial degree. Any considerable 

increase in the requirements to work unsocial hours and/or to staying away from home due 

to changes in the work will be negotiated with the employee. 

(Project’s Name) believes that employees should work a minimum of unsocial hours and 

employees are not expected to work more than two evenings a week and two weekend 

days per month. This may be negotiated only in exceptional circumstances.

There is a legal requirement to ensure that employees do not work more than an average 

of 48 hours a week over a 4-month reference period.  Time off in lieu is granted for all 

hours worked in excess of the normal working week.  Double time off in lieu will be granted 

for work on a Sunday or on a public holiday.  

Optional - Time off in lieu for overnights or residential work will be granted on the basis of 

the calculation of hours worked in excess of the normal working day, plus an allowance of 

x hours in lieu of the non working time accumulated for overnight residence e.g. from 

6.00pm – 9.00am (the following morning) will be the equivalent of …… hours time in lieu.  

The employee must negotiate the time off in lieu entitlement with their immediate

Supervisor prior to the event.

In order to claim time off in lieu, staff must keep an accurate record of hours worked in 

overtime and ensure that the co-ordinator / immediate supervisor is kept informed of hours 

to be taken off in lieu.  Accumulated time off should be taken within 4 weeks of overtime 

being worked unless otherwise agreed.  
2.7 PAY POLICY

Each position shall be placed on a relevant salary scale (according to …………. salary 

scale).  Whilst there is a policy to award an annual increase based on the salary scale this 

is subject to core funding from the …………… (funders). The National Wage Agreement 

increases will be paid where funding is accessed to do so. 

(Project’s Name) shall review all pay scales on a regular basis, and in any event within 12 

month periods, to check if the scales applying are still appropriate on the basis of either 

the job evaluation that took place or the comparable grade that was used. This review 

shall include any relevant collective agreements that may have arisen in the wider sector.

Where an increment is deferred in one year, the increment due in the following year, if 

approved, shall be awarded on the original date.

All employee’s salaries are subject to funding.

Optional – Annual incremental increases are subject to annual appraisals.

Deferral of increments may occur where there are financial difficulties or as part of 

disciplinary action.  In such a case, (VBOM) will inform the employee of this decision giving 

reason(s) why it has been deferred.  Employees will have the right to appeal the deferral, 

only where it is a disciplinary measure.

Method of payment

Payment will be made to all staff on a weekly / two weekly / monthly basis.  On starting, 

an employee will receive their first payment at the end of / the first working week or will 

work a week in hand.  Details of gross pay, deductions etc. will be itemised on the payslip 

which will be kept on record. 
2.8 Pensions

(Project’s Name) pays a standard contribution (…%) to a pension fund for employees.  

However this is subject to availability of the core funding from the funders.  It is the 

Company’s policy to ensure that all employees have a pension scheme. (Project’s Name) 

has a company pension scheme.  The company contributes 10% of gross salary and 

employees 5%.  

On completing probation all employees are invited to talk to the pension adviser.  If an employee has been a member of a pension scheme elsewhere, then it may 

be possible to bring her/his contributions to the organisation’s scheme.  
Staff not wishing to avail of the Company pension scheme will be supported to use the PRSA system of pensions.

Personal Retirement Savings Accounts

A PRSA is an investment system used as a long-term retirement provision.  It is a personal

pension plan provided by banks, building societies and insurance companies usually with 

brokers acting as intermediaries.  PRSA’s are regulated by the Pensions Board and the 

Revenue Commissioners.  The contract is between the individual and the PRSA provider.  

The PRSA is an employee only scheme.  However, staff who wish to join the scheme can 

contribute to their PRSA through payroll by advising (Project’s Name) in writing.  All PRSA 

deductions will be shown on the staff member’s payslip.

2.9 CONFIDENTIALITY

Employees are required at all times to maintain absolute confidentiality in respect of 

matters which come to their knowledge in the course of their work.  This includes matters 

internal to (Project’s Name) and matters in relation to Project users.  This does not apply to 

communications properly made by them in the normal conduct of work for (Project’s 

Name) or when specific consent to disclose information has been given by management.  

The following information outlines other situations where confidentiality would be essential:

· One to one conversations with (Project Name) users 

· Board of Management meetings in (Project Name)
· Support and Supervision meetings and appraisals

· Files which are deemed confidential by (Project Name)
· Meetings between staff of (Project Name)
· Discussions in relation to (Project Name) finances 

Employees are also required and expected to maintain this standard of confidentiality 

when they leave (Project Name).
2.10  PERSONAL FILES

There shall be a file on each employee recording salary, increments, annual leave, sick

leave details, medical certificates, correspondence, records of appraisals, disciplinary

and/or grievance procedures, interview notes, etc.

Employees are entitled to inspect their own files, which shall be kept locked in a filing 

cabinet.  Where a formal verbal warning or written warning is given, records shall be kept 

by the Agency in an employee's personal file detailing the nature of any breach of 

discipline, the action taken and the reasons for it, the date of the action taken, whether an 

appeal was lodged, its outcome and any subsequent developments.  All reference to 

disciplinary matters shall be removed from an employee's personal file after a specific 

period of time (see disciplinary policy for more details). Information contained in these files 

will be kept confidential.

2.11
EMPLOYMENT ALLOWANCES

2.11.1 TRAVELLING EXPENSES

Travelling expenses necessarily incurred by employees in performance of their work duties 

will be reimbursed by (Project Name)
The cost of a journey between home and the normal place of work or vice-versa is not 

claimable. 

Use of Cars

Where an employee uses his or her car during company business, he / she must notify 

his/her insurance company and sign an undertaking indemnifying (Project Name) against 

any loss or damages resulting from the use of the vehicle while on official company 

business.  While on company business, all employees are prohibited from carrying 

passengers in their vehicles.

2.11.2 MILEAGE RATES AND ALLOWANCES

The mileage rate is …… cent per mile.  Staff can claim expenses for expenditure on a 

meal or an overnight stay incurred as a result of carrying out official duties.  Staff are 

required to provide receipts for all claims and to account for these expenses on (Project 

Name’s) expenses claim form.  Allowances are as follows;

· Overnight B&B:

up to a maximum of €

· Lunch:


up to a maximum of €

· Evening meal:

up to a maximum of €

· Public transport:

as required

2.12 USE OF COMPANY PHONES

2.12.1 LANDLINE USE

(Project’s Name) landline telephones are not for private use. It is recognised that from time 

to time, if a specific need or family emergencies arises then personal calls maybe made 

during working hours, however we would request that these calls be kept to a minimum.  

2.12.2 MOBILE PHONE USE 

If an employee has been supplied with a work mobile phone it should only be used for 

project related work only.  Employees should switch mobiles off during meetings and whilst 

driving as it is not legal for a driver to carry a switched on mobile phone whilst driving. 

Where employees possess personal mobile phones, they should show due consideration 

to work colleagues so that, where possible, phones are switched off during working hours 

and personal calls are kept to an absolute minimum.  

2.13. JOB SHARING 

Full-time positions are open for job sharing provided it is agreed by (Project’s Name) to be 

in the best interest of the Project.  Job sharers will have pro-rata parity as regards terms 

and conditions of employment with their full-time colleagues, which will be detailed in the 

contract of employment. An employee must have 1 year’s service before they can apply 

for job sharing.

The scale of pay applicable to job-sharing staff will be 50% of the corresponding point on 

the scale of pay appropriate for full-time staff.  Staff, who are in a job share position, may 

have the opportunity to return to or change to full-time employment at the discretion of the 

(Board of Management/Staff Liaison Group) and subject to:

· The occurrence of a suitable vacancy 

· Having worked on a job-sharing basis for a period of not less than 1 year.

· Agreement between job sharing partners is reached 

· Subject to funding 

At all times (Project’s Name) reserves the right to revert the position to full-time where it 

deems fit, i.e. the arrangement no longer meets the needs of the organisation.  Three 

months notice will be given to the employees.  Where a position has been advertised as a 

job share post from the beginning, this paragraph is not relevant.  

2.14. SUPERVISION AND SUPPORT 

(Project’s Name) recognises its responsibility to ensure that all employees have access to

regular supervision and support for their work.  The nature and amount of supervision will 

be negotiated with each employee and shall be arranged, in any event, at a minimum, 

every six weeks. (See Appendix 1 for the Projects Support and Supervision Policy)

Supervision and support shall include an annual appraisal for each employee.  This is a 

two-way process involving the supervisor and an employee.  The purpose of the appraisal 

is to:

· Ensure that the requirements of the position are fulfilled;

· To give an employee feedback on his/her performance;

· To identify any additional training needs;

· To review his/her work over the past year;

· To plan objectives for the year ahead.

It shall be a regular part of the appraisal to review an employee's job description and to

decide by agreement of both parties how it is to be updated, if necessary.  Employees have the right to be fully informed of the outcomes of the appraisal.  

2.15. TRAINING AND CAREER DEVELOPMENT 

(Project’s Name) identifies the value of training and development opportunities for staff, 

which are intended either to lead to enhanced job performance, or significantly contribute 

to relevant personal/professional development.  These opportunities may be provided 

internally or externally of (Project’s Name). 
External training and development:

All employees may make an application, in writing, to (Project’s Name) for financial 

assistance, or time off with pay or both in order to undertake such a course as may be 

relevant to their job or professional development within (Project’s Name).
Applications shall be considered individually and the decision shall rest on the relevance of 

the course to the post, and the ability of the Project to commit resources at the time the 

application is made.

Where a course is undertaken with financial assistance from (Project’s Name) and the 

course is failed or abandoned before its completion for reasons appearing to the Project 

not to be satisfactory, the Project shall have the right to require that part or all of the grants 

paid be reimbursed, following consultation with the employee concerned.

Where the Project provides financial assistance and/or time off for a course, an employee 

may be requested to give periodic reports to the (Project’s Name) on their progress.

Where (Project’s Name) has provided time off and/or financial assistance, and where the 

duration of the course exceeds twelve months, employees shall be expected to commit 

themselves to working with (Project’s Name) for at least a further year, on completion of 

the course, before considering a change in employment.  This is to ensure that (Project’s 

Name) benefits from new skills and knowledge acquired by the employee(s).

Internal training and development:

(Project’s Name) recognises the need to provide employees with developmental 

opportunities within the Project.

Internal training opportunities shall be planned by (Project’s Name) in consultation with 

Employees, according to their needs. 
2.16  RETIREMENT 

The normal age of retirement is 65 years.  (Project’s Name) may, in exceptional 

circumstances extend service beyond the relevant age for one year or any less period, 

and for such further periods of not more than one year at a time, as (Project’s Name) may 

consider desirable.  

2.17 TERMINATION OF EMPLOYMENT 

All employees who have successfully completed their probationary period are required to 

give at least ….. weeks notice as per their contract of employment of their intention to 

terminate their employment in writing.  In the event of termination by (Project’s Name), it 

will give at least …… weeks notice in writing of termination of employment.  This will be 

extended to ….. weeks if staff have served continuously for more than 3 years.
N.B. The length of notice must be the same as the contract of Employment.

Employees who are leaving and who are unable to take accrued leave, will be paid in lieu 

for those days.  Employee’s who leave during the leave year and have taken more annual 

leave than they have accrued at termination date, will have their final pay adjusted to 

balance excess leave taken.  

Probationary Employees

In the case of probationary employees, notice in writing of termination of employment will 

be based on the legal minimum as specified in the Minimum Notice and Terms of 

Employment Acts, 1973 – 2001 (see below)

N.B. This must be the same as the contract of employment.  

(Project’s Name) reserves the right to pay salary in lieu of notice. 

In the case of gross misconduct where dismissal results after due investigation, the 

entitlement will be based on the legal minimum as specified in the Minimum Notice and 

Terms of Employment Acts, 1973 – 2001.

Length of service:





Minimum notice:

· Over 13 weeks and up to 2 years



1 week

· Over 2 years and up to 5 years 



2 weeks

· Over 5 years and up to 10 years



4 weeks 

· Over 10 years and up to 15 years



6 weeks

· Over 15 years 






8 weeks 

2.18 REDUNDANCY

(Project’s Name) aims to maintain and secure employment for all its staff, who have 

established a satisfactory record of performance and conduct.  However it is recognised 

that circumstances may arise, where redundancies are unavoidable and in such a scenario, the organisation will give 30 days’ notice to staff.  

Where employees are made redundant, the prime consideration will be to protect the 

employment of as many people as possible.  Selection for redundancy will be based, 

where all things are equal, on the principle of ‘last in, first out’.  If an employee feels that 

the selection criteria have been unfairly applied, s/he may invoke the grievance procedure. 

Support and help will be offered to employees in finding other work and time off for

interviews will be provided.  

Employees with 2 years service or more will be entitled to statutory redundancy payment 

of 2 weeks pay per year of service, plus a week, all weekly amounts subject to regulatory 

limits.  Apart from statutory entitlements, payment in lieu of notice or pay for untaken 

annual leave, the Agency may, at its discretion, make additional ex-gratia payments 

according to length of service, only where money is available for such purposes and that 

such payments are deemed not to be discriminatory towards other employees.

2.19 Redundancy Policy
Purpose and Principles

The purpose of this policy is to outline the organisation’s approach in the event of a redundancy situation and to commit the organisation to ensure that selection for redundancy is carried out in a fair manner.

This policy is designed to deal with cases where an employee’s role ceases to exist for reasons unrelated to the person, such as a downturn in business or a change in work practices, and the employee(s) are not replaced.

Where possible, the Organisation will offer employees redeployment, early retirement or voluntary redundancies before selection begins.  However this may not always be appropriate and the Company reserves the right to determine the method of selection at all times.

Where it is necessary to implement a redundancy plan, each case will be treated in a fair and objective manner.  Six important principles should be stressed:

The criteria for selection for Redundancy will be documented in advance and will be fair, consistent and objective;

1. Each Redundancy situation will be treated on its own merits and will not be bound by any selection method used previously in the Organisation such as ‘last in, first out’.  Selection criteria will be determined by the need to retain key skills, experience, knowledge and flexibility;

2. When selecting for Redundancy, the Organisation will not act in any way that could be seen as Discriminatory based on the nine grounds of non-discrimination;

3. Where a Voluntary Redundancy situation exists, the Organisation reserves the right to refuse any application and select from applications on fair and objective criteria.  It also reserves the right to proceed with a Compulsory Redundancy programme where the required number or mix of skills is not achieved through the Voluntary Programme;

4. In each case, the possibility of Suitable Alternative Employment will be investigated. If such employment can be found, this will be offered to the employee before the redundancy takes effect;

5. An affected employee, who is on protected leave (e.g. Maternity Leave or Parental Leave) at the time of the decision, will remain an employee of the Organisation until their leave is complete.
Collective Redundancy

Should a redundancy situation amount to collective redundancy, the Organisation will enter into negotiations with employee representatives (where applicable) to discuss the selection procedure and also investigate the possibility of avoiding or reducing the number of redundancies.

Notice

All employees will receive notice of the redundancy (or payment in lieu of notice) at least 4 weeks before the date of termination or greater where legislation or contract requires
SECTION 3: POLICIES AND PROCEDURES

3.1 DISCIPLINARY POLICY AND PROCEDURE

(Project’s Name) shall be responsible for the promotion of consistent and agreed codes of conduct and standards of behaviour within the organisation.  The following disciplinary procedure sets out the action to be taken by (Project’s Name) with an employee who may be behaving in an inappropriate manner within the work place.  The procedure aims to balance justice for the individual with the need for discipline within (Project’s Name).  It is the policy of the (Project’s Name) that disciplinary procedures shall be fair and uniform throughout the organisation.

The purpose of this procedure is to make clear the relationship between people empowered by (Project’s Name) to take disciplinary action and employees who are the subject of disciplinary action so that all concerned understand their rights and obligations. This procedure has been written in the light of the requirements of the Unfair Dismissals Act, 1977 and the 1993 Amendment.  The procedure applies to all employees, whether full or part-time, except for employees who are in their probationary period to which the Disciplinary Procedure for Probationary Employees shall apply.

The disciplinary procedure is designed to assist any employee whose conduct is in question, and its initiation shall be seen as giving an opportunity to improve rather than as a first step in the process of sanctioning a dismissal.

The procedure applies to all staff, whether full-time or part-time.

(Project’s Name) is committed to treating all staff fairly and the delivery of a high quality service requires all staff to adhere to high standards of work performance, conduct and attendance.  However, there will be occasions when it may be necessary to invoke disciplinary procedures that are designed to protect the interests of both (Project’s Name) and its employees.  

In many instances, disciplinary matters can be dealt with on an informal basis by an employee’s immediate supervisor through discussions, informal counselling or advice and agreeing any necessary corrective action.  Inevitably, there will be times when disciplinary matters need to be formalised. When such situations arise each case will be treated consistently and fairly, and the disciplinary procedures will be strictly observed at all stages.  The staff member will be given the opportunity to improve and/or provide their version of events and any extenuating circumstances will be considered.  An employee’s natural rights will be upheld at all times, and employees will have the right to: 

· Know the case against him/her

· Reply

· Due consideration

· Representation

· Appeal

All employees are expected to take responsibility for behaving in a professional and responsible manner at all times whilst representing the Project both internally and externally.  Employees are expected to understand what is acceptable behaviour while undertaking their job and conducting (Project’s Name) business.  Acceptable behaviour is outlined throughout the documents relating to Terms and Conditions, Health and Safety and Staff Development.  Any employee who deviates from expected codes of conduct will be subject to disciplinary action, up to and including dismissal.  

3.1.1 EXAMPLES OF MISCONDUCT 

It is not possible to list all forms of behaviour, which will constitute misconduct.  In any event, every employee is required to behave in a manner which will not endanger or inconvenience fellow employees or visitors or bring discredit to (Project’s Name).  Examples of misconduct which could lead to formal disciplinary action if not resolved through informal proceedings are as follows:

· Consistent poor attendance, time keeping or lateness

· Failure to follow the procedures in respect of absence due to sickness or injury

· Negligence in the performance of duties;

· Being absent without reasonable permission or reasonable excuse;

· Deliberate breach of safety rules;

· Deliberately withholding information which obstructs the work of the organisation;

· Deliberately bringing the organisation into disrepute;

· Consistent non co-operation with staff members or management; 

· Repeated breach of the organisation’s policies

This list of examples is not exhaustive or exclusive, and offences of a similar nature will be dealt with under this procedure.  

3.1.2 EXAMPLES OF GROSS MISCONDUCT 

The following are examples of gross misconduct,

· Divulging or misusing confidential Information

· Unauthorised use of (Project’s Name) assets and equipment

· Sexual harassment, harassment and bullying

· Insubordination e.g. refusal to carry out duties or obey reasonable instruction except where employee safety may reasonably be in jeopardy.

· Theft or unauthorised possession of any property or facilities of (Project’s Name) or of any employee of (Project’s Name)
· Malicious mischief resulting in danger to fellow employees or other persons

· Consumption of alcohol or drugs, or intoxication by reason of drinks or drugs, which could affect work performance in any way or have an impact on other employees.

· Having illegal drugs in the possession, custody or control of the employee while at work or on (Project’s Name) premises

· Violent, threatening or bullying behaviour

· Serious breach of rules, policies or procedures, especially those designed to ensure safe operation

· Unauthorised or inappropriate use of e-mail, internet and/or computer systems 

· Serious breaches of (Project’s Name) Terms and Conditions,  Equal Opportunities, Staff Development and Health and Safety  Policies

· Defrauding or attempting to defraud (Project’s Name), projects or fellow employees

· Falsification of any of (Project’s Name) records including reports, accounts, expenses claims or self-certification 

· Conviction of any criminal offence which may render the employee unsuitable for employment

· Serious abuse of time-keeping and attendance procedures

· Serious damage to (Project’s Name) property

· Bringing unauthorised person(s) onto (Project’s Name) premises

· Gambling or money lending while at work on the premises

The list of examples is not exhaustive or exclusive, and offences of a similar nature will be dealt with under the following procedures.  

3.1.3 INFORMAL PROCEDURES IN TAKING DISCIPLINARY ACTION

Where appropriate, prior to using the formal aspects of (Project’s Name) Disciplinary Procedures, a pre-disciplinary discussion will be held with the employee.  For minor misconduct, poor performance or minor breaches of (Project’s Name) rules it is normally sufficient to talk the matter over informally with the employee.  If that approach is not successful, (Project’s Name) is likely to escalate it to a formal disciplinary procedure.  

3.1.4 FORMAL PROCEDURES IN TAKING DISCIPLINARY ACTION

Where an employee’s conduct, attendance or performance has not been remedied by the informal process, the formal procedure will apply except in cases of gross or serious misconduct, where the employee may be suspended with pay pending an investigation.  

From the first formal step of the disciplinary procedure there will be the presence of the (Co-ordinator / immediate Supervisor) in conjunction with a member of the (Board of Management / Staff Liaison Group).
At each stage in the procedure a disciplinary meeting will be held where all the facts will be considered and any mitigating circumstances discussed.  Where a warning is issued, a copy will be placed on the employee’s personnel file for the specified period.  All warnings issued under this procedure will state clearly that the employee will be liable for further disciplinary action should their performance/conduct not improve or should there be a further breach of rules.

In the event of no further misdemeanours occurring and the performance improving, the warning will be removed and the employee’s file will be clear after the specified period.

(Project’s Name) will keep a written record of each meeting, which will include details of the employee’s case, the response of management and the outcome of meeting(s).  The employee will be asked to agree and sign the record(s) of the meeting(s), after consultation with his/her representative.  Copies of the record will be given to everyone who attended the meeting.  
Normally the disciplinary procedures have 4 stages that include:

· 1st verbal warning

· 1st written warning

· Final written warning

· Dismissal

Whilst the (Project’s Name)  will follow the steps listed below, depending on the seriousness of the misconduct involved it may be appropriate to move directly to steps 2, 3 or 4.

3.1.5  Stages in the Disciplinary Process 

STAGE 1 – Verbal Warning 

The (Project’s Name) will conduct a disciplinary interview and may decide to issue a formal verbal warning.  At the interview the (Co-ordinator / immediate Supervisor) in conjunction with a member of the (VBOM / Staff Liaison Group) will agree with the employee an action plan including a scheduled time for improvement and a plan for assistance and review in order to prevent further disciplinary action.  

A record of the verbal warning will be given to the employee and a copy will be retained on the personnel file for …. months unless there is repetition within the agreed review period.  If there is no improvement in the situation, there will be a re-evaluation and an escalation to stage 2.  This can happen before the end of the verbal warning agreement. 

STAGE 2 – First Written Warning

At this meeting an action plan including a scheduled time for improvement and date for reappraisal will be set.  The first written warning will set out, the precise nature of the problem; the improvements required and the timescale for improvement; a plan for assistance; and the likely consequences if there is a subsequent lack of improvement.   

A record of the written warning will be given to the employee and a copy will be retained on the personnel file for … months unless there is repetition within the agreed review period.  If there is no improvement in the situation, there will be a re-evaluation and an escalation to stage 3.  This can happen before the end of the first written warning period.  

STAGE 3 – Final Written Warning

If an employee fails to make the necessary improvements, despite the earlier warnings, then a meeting will be held as soon as possible.  At this meeting the (VBOM / Staff Liaison Group) may issue a final written warning.  The final written warning will set out, the precise nature of the problem; the improvements required and the timescale for improvement; a plan for assistance; and will clearly state that the next step will be termination of employment if there is a subsequent lack of improvement.

A record of the final written warning will be given to the employee and a copy will be retained on the personnel file for …. months unless there is repetition within the agreed review period.  The employee will receive a copy of this warning.  

STAGE 4 – Dismissal

If the employee has failed to meet the required standards of work, conduct or attendance following a final written warning, the (VBOM / Staff Liaison Group), may decide to dismiss the employee following a full investigation into the facts of the case.  Dismissal and the reasons for the dismissal will be confirmed in writing and the appropriate notice or payment in lieu of notice will be made.  

In an instance of gross misconduct an employee may be dismissed without going through the previous stages of the procedure.  In these circumstances, a full investigation will be conducted and a disciplinary meeting will be held which will follow the normal procedure and uphold an employee’s natural rights.  

3.1.5 Appeals

At every stage during the disciplinary procedure, an employee has the right to appeal in writing within …. days.
The VBOM will decide on the composition of an appeals board and will notify the employee of same, following receipt of an appeal in writing within…..days.

3.1.6  RECORDS MAINTAINED IN PERSONAL FILES

Where a formal verbal warning or written warning is given, records will be kept in the employee’s personal file detailing the nature of any breach of discipline, the action taken and the reasons, the date of the action taken, whether an appeal was lodged, its outcomes and any subsequent developments.

All reference to matters of misconduct will be deemed to have been struck from the employee’s record after the following periods:

· Formal Verbal warning: three months 

· First Written warning: six months 

· Final Written warning: twelve months 

3.1.7 FORMAL PROCEDURES IN DEALING WITH SITUATIONS OF GROSS MISCONDUCT AND SUBSEQUENT INVESTIGATIONS

Where a situation of gross misconduct has occurred or an allegation of gross misconduct is made against an employee:

Where a situation of gross misconduct has occurred or a complaint/allegation of gross misconduct has been made against an employee, an investigation into the situation/complaint will be carried out to form an initial judgement in order to establish the facts.  This may necessitate the gathering of detailed information as well as the carrying out of formal interviews, taking of written statements etc from all relevant parties.  

Proper investigation is an integral part of the process and on occasions may require employees to be suspended on full pay, whilst it is carried out.  A suspension should last as short a time as possible, but no longer than …… working days.   Suspension on pay is not considered to be an action taken under the disciplinary procedure; it is there to ensure that issues are dealt with in a fair and reasonable manner, and adequate protection given to all employees. 

The employee also has the right to gather information in their defence, so they can present details if the decision is taken to invoke the disciplinary procedure. 

Once the investigation has been completed and before a decision has been reached the employee will be interviewed by the Co-ordinator / immediate supervisor and member of the staffing sub-group 

At this meeting:

· The employee has the right to bring an appropriate support person.

· The (VBOM / Staff Liaison Group) will discuss with the employee the findings of the investigation and any subsequent action that they wish to take.

· The employee will be given the opportunity to state his/her case.

Where the decision is taken to invoke the disciplinary procedures then the employee will be informed of the case against them, so they can respond in an informed manner at a disciplinary hearing.  Where the decision is taken not to take disciplinary action, the employee will be advised / counselled and details of the issued decision will be placed on the employee’s personnel file for record keeping purposes.  

3.2. GRIEVANCE POLICY AND PROCEDURE 

The objective of this procedure is to provide employees with proper facilities to redress grievances within their working environment.  No distinction is drawn between grievance and complaint here and the word grievance is used throughout to mean both.  (Project Name) Family Resource Centre is committed to the fair and equal treatment of its staff members.  It is accepted that when people work together there may be issues or misunderstandings that need to be dealt with from time to time.  Good communication, openness and a willingness to co-operate and listen, help to resolve those issues efficiently and effectively.

It is the responsibility of staff members to make an honest attempt to resolve the alleged grievance.  Employees are expected to make efforts to resolve grievances first of all directly with the person / people concerned.  The formal grievance procedure will be used when these efforts are ineffective.  As distinct from the Disciplinary Procedures, all parties involved in the grievance share an equal responsibility in attempting to resolve the issues or misunderstandings that have occurred.  The grievance procedure will be followed if an employee feels that she/he has a grievance against the operation or decisions of the organisation or another employee which affects his/her ability to perform his/her job satisfactorily.

It is the responsibility of Management to listen and respond efficiently and effectively to the issues raised.  It is the responsibility of the person, the Supervisor or Staff Liaison Sub-Committee hearing the grievance to investigate the facts in detail and to confirm his/her/their decision in writing, outlining the reasons for reaching the decision. The overall aim of the procedures is to settle grievances quickly and as near as possible to their point of origin.

3.2.1 DEFINITION OF A GRIEVANCE:

A grievance exists when an individual feels that he / she has cause for complaint regarding:

· Duties

· Conditions of employment

· Working procedures

· Working conditions

· Working relationships

(Project’s Name) wishes to ensure that fair and reasonable employment practices are operated across the board.  However (Project’s Name) realises that problems are bound to occur from time to time.  (Project’s Name) believes that good communication can help avoid misunderstandings and it is the organisation’s experience that when a problem is discussed openly it can be dealt with quickly and easily.  All employees have open access to a process where they can discuss any problems or concerns relating to their employment with (Co-ordinator / immediate Supervisor / Staff Liaison Group).

It is the responsibility of (Project’s Name) to deal with all grievances both effectively and efficiently so that employees feel their problems have been addressed, and to note and notify the (Project’s Name) of the issues which emerge as appropriate. 

Most routine complaints are capable of being resolved informally and should be made directly to the immediate supervisor as part of ongoing support and supervision.  

In order to create an atmosphere of openness, problem-solving and mutual support, the Project’s grievance procedures have been designed to resolve issues or disagreements.  The procedures are not to replace normal employer/employee dialogue but for use in situations where either this has failed to resolve the issue or the employee considers that a more formal approach is appropriate.  

3.2.2 GENERAL PRINCIPLES FOR DEALING WITH GRIEVANCE PROCEDURES BETWEEN EMPLOYEES

The following points reflect a process of natural justice, fairness and respect for all parties, and all grievance issues will be dealt with according to these general principles (Also see No 3.4 Dignity at Work Policy for dealing with harassment / sexual harassment / bullying):

· Employees, both complainant and the person complained against, may at all stages of the procedures be advised or accompanied by a staff colleague, staff representative(s), or trade union representative(s) of his/her choice, or may elect to have this person or these persons present the grievance on their behalf.
· If the person complained against is a union member, management will notify the shop steward of all meetings at the same time as the employee is informed, unless management is specifically asked not to do so.

· Management will keep a written record of each meeting, which will include details of the complainant’s case, the response of management and the outcome of the meeting.  The complainant and the person complained against will be asked to agree and sign the record of the meeting, after consultation with his/her representative.  Copies of the record will be given to everyone who attended the meeting. 

· Should an employee have a grievance against him or her upheld, the process will move into the Disciplinary Procedures.

· The complainant and the person complained against, will be advised by management of the next stage at the end of every stage of the procedure.

· The complainant and the person complained against, will be informed of their right to appeal and to whom the appeal should be addressed. The appeal should be submitted in writing.

· Both parties may be present at the hearing of a grievance complaint.

· Time limits may be changed at every stage by mutual consent.  The date and time of grievance hearings will be agreed between the employee, (union) representative and management (and, *where applicable, the person(s) who is / are the subject of the grievance).

· The complainant and the person complained against, and their (union) representatives will be allowed adequate time to prepare their cases.

· Every effort will be made to resolve the grievance at each stage.

· The proceedings will remain confidential to the complainant and to the person complained against, their respective representatives and management unless anything out of the ordinary is disclosed.

· No action to change an employee’s terms and conditions of employment will be taken while she/he is following the grievance procedure.

· Copies of correspondence and written records relating to the grievance will be kept on file by management.  This information will be destroyed after six months unless management have an important reason not to do so, in which case management will inform the employee of this fact.

· Depending on who the grievance may be with, it is acknowledged that the procedure may not always commence at Stage 1, 2, or 3.

· It is recommended that an employee does not take industrial action whilst a grievance is being pursued.

· Where a grievance arises as a result of an instruction being issued, this instruction shall be carried out “under protest” pending the matter being dealt with through the grievance procedure.

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

All grievances will be managed without undue delay and at the earliest possible stage of this procedure. The stages for dealing with grievances which relate to the breakdown in working relationship between employees are as follows: 

STAGE 1 - Informal stage

If the issue is with another member of staff

You are encouraged to raise the matter on an individual level with the person responsible for causing the grievance.  If it is not possible to resolve the issue directly you should move to STAGE 2. 

If the issue is with immediate supervisor

If the problem relates to the (Co-ordinator / immediate Supervisor) and if the matter has not been resolved through direct informal discussions with the person concerned then you should move onto STAGE 2. 

STAGE 2: Moving into the formal stages

If the complaint has not been resolved by using the informal procedures and talking directly to the other member of staff or direct supervisor, then employees can request a meeting as follows:

Grievance in relation to another member of staff:

Request a meeting with direct supervisor. The issue should be responded to within……working days. If the issue is not resolved satisfactorily then you can move onto STAGE 3.

Grievance in relation to the direct supervisor / co-ordinator:

Request a meeting with Staff Liaison Group. The issue should be responded to within…..working days. If the issue is not resolved satisfactorily then you can move onto STAGE 3.

STAGE 3 - Final stage in dealing with the issue internally:

If you feel the matter has not been resolved through STAGE 2, you should raise the matter in writing to the Chairperson / Staff Liaison group depending on the situation and who the grievance is about. The Chairperson / SLG will attempt to resolve the matter within …… working days. If the issue is not resolved satisfactorily then you can move onto STAGE 4.

STAGE 4 – Resolving the issue through third party intervention:

If the grievance remains unresolved, it may be referred to a relevant third party, for example the Labour Relations Commission or for a hearing of a Rights Commissioner.  The Chairperson will arrange a meeting of all the parties within 28 working days.  The decision of the third party will be final. 

General

It is imperative that the Grievance Policy and Procedures are adhered to throughout all stages of the process and that particular attention be paid to the danger of evidence / information being contaminated. Consequently, it is of the utmost importance that those assigned to investigate or provide evidence / information, are not involved in hearing and adjudicating upon the complaint.

Malicious Accusations

If, following detailed consideration of all relevant facts of the case, it is deemed that the grievance complaint was brought maliciously, it may then be treated as an act of misconduct under the disciplinary procedure.

(Project’s Name) will not entertain Grievance Complaints by staff in response to the implementation of the organisation’s Disciplinary Policy.

3.3. EQUAL OPPORTUNITIES POLICY 

(Project’s Name) is committed to policies and practices that provide equality of opportunity for all, protect the dignity of employees and promote respect for others at work.  All employees are required to take personal and individual responsibility to comply with these policies and behave in a non-discriminatory way and not to participate in any acts of inappropriate behaviour, harassment or bullying. 

(Project’s Name) is committed to a policy of equal opportunities in employment.  It recognises that in Irish society, particular groups and individuals are discriminated against and denied equality of opportunity.  Management aims to create an environment in which equal opportunity is promoted as a means of developing the full potential of everyone involved in the organisation. 

(Project’s Name) will not tolerate discrimination, bullying, harassment or sexual harassment by one employee or group of employees against another or others for any reason. 

Discrimination is defined as the treatment of a person in a less favourable manner than another person is, has or would have been treated, on any of the nine ground listed below.  Discrimination can also be taken to have occurred, when a person is treated less favourably by virtue of their association with a person who is a member of one of the nine grounds.  No employment practices, treatment or decisions will be influenced or affected by an employee’s:

· Gender

· Martial Status

· Family Status

· Sexual Orientation 

· Religious belief or lack of religious belief

· Age (16+)

· Disability or the nature of disability 

· Race, colour, nationality or ethnic or national origin

· Membership of the Traveller Community 

(Project’s Name) aims to promote equality of opportunity throughout the organisation; the employment of staff, the participation of project users / clients of our services, the involvement of volunteers and the membership of the Board of Management and other communities. 

(Project’s Name) is committed to promoting a good and harmonious working environment where every employee is treated with respect and dignity, and in which no employee feels threatened or intimidated.  

The policy of equal opportunity ensures that any decisions relating to recruitment and selection, pay, terms and conditions, career progression, training and development are made on the basis of ability, qualifications and suitability for the work.  

If any employee considers that he/she has been treated less favourably on grounds of his/her status the agreed grievance procedure will apply unless otherwise agreed.  All matters will be treated confidentially as far as practicable.  A complaint of discrimination will not result in any disciplinary action against the employee making the complaint, except in the event that the complaint was clearly malicious.  

Where the complaint is not upheld by (Project’s Name), employees retain the right to pursue the complaint through existing statutory procedures, where these are appropriate.  

All employees are required to take personal and individual responsibility to comply with this and related policies, and behave in an non-discriminatory way and any employee contravening this policy and unlawfully discriminating against another employee or potential employee will render himself or herself liable for disciplinary action, up to and including termination of employment. For more information see Staff Development Policy.  

3.4 DIGNITY AT WORK POLICY 

(Project’s Name) is committed to providing all its employees with a work environment free from harassment, bullying and sexual harassment.  (Project’s Name) will not tolerate any employee, regardless of their position, or a VBOM member(s) or any other individual(s), treating a fellow worker with anything that is less than their due dignity.   

The aim of this policy is to indicate what constitutes harassment, bullying and sexual harassment and what action (Project’s Name) project will take in dealing with an offence of this nature.  This policy is applicable to all employees (temporary and permanent) both in the workplace and at associated events i.e. training, meetings, conferences and social events.  It also applies to VBOM members, external contractors and visitors.  

(Project’s Name) acknowledges the right of all employees, volunteers and individuals to be treated with fairness, dignity and respect.  Everyone in (Project’s Name) has the responsibility to prevent harassment, bullying and sexual harassment and to report any instances that they are party or witness to.  

3.4.1
HARASSMENT 

Harassment is any act or conduct relating to the following grounds – marital status, family status, sexual orientation, religion, gender, age, disability, race or membership of the Traveller Community.  Harassment is any action or conduct which is unwelcome to the employee and could reasonably be regarded as offensive, humiliating or intimidating and can include: 

· Non-verbal – Looks, gestures, isolation, exclusion, 

· Verbal – Jokes, comments, shouting, emails, notices, letters, text messages, unfair and excessive criticism

· Physical – Abusive behaviour, the production, display or circulation of written words, pictures or other material.

Harassment may consist of a single incident or repeated inappropriate behaviour.  

3.4.2
BULLYING

Workplace bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more person against another or others, at the place of work and/or in the course of employment, which could reasonably regarded as undermining the individual’s right to work.  An isolated incident of the behaviour described in this definition may be an affront to dignity at work but as a once off is it not considered to be bullying.  

The following are examples of the types of behaviour considered as bullying and are prohibited by (Project’s Name).
· Physical contact 

· Verbal Abuse

· Unfair or excessive criticism

· Unnecessary work interference 

· Private or public humiliation

· Posters, graffiti, obscene gestures, displaying of emblems

· Isolation and exclusion at lunch breaks or social events etc.

· Repeated impossible deadlines or unattainable targets

· Spreading false truths 

· Not giving credit for work contribution

· Making it difficult for employees to have access to necessary information

· Vandalism of personal property

· Intimidation and threats in general

3.4.3.
SEXUAL HARASSMENT 

Sexual harassment is defined as conduct of a sexual nature which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment.  Such conduct may take the form of unwanted verbal, non-verbal or physical advances of a sexual nature.  This may include acts of physical intimacy, any requests for sexual favours, or any other act or conduct including spoken words, gestures or the production, display or circulation of written words, pictures or other material.

Sexual harassment can take the following forms,

Non-Verbal – this may include the display of pornographic or sexually suggestive pictures, objects, written materials, emails, text messages and faxes.  It may also include leering or making sexually suggestive gestures.

Verbal conduct – this includes sexual advances, propositions or pressure for sexual activity, continued suggestions for social activity outside the workplace after is has been made clear that such suggestions are unwelcome, unwanted or offensive flirtations, suggestive remarks, innuendos or lewd comments.

Physical conduct– this may include unwanted physical contact such as touching, patting, pinching or brushing against another employee’s body, assault and coercive sexual intercourse.

The above examples are not exhaustive and only serve as a guideline to employees.  Each case will be taken in isolation and dealt with in an appropriate manner.

3.4.4 COMPLAINTS PROCEDURE

All employees have a right to make a complaint if they feel they have been harassed, sexually harassed or bullied.  There is a two-tiered approach (the informal and formal procedures) which the employee should follow.

3.4.5 INFORMAL PROCEDURE

The purpose of the informal procedure is to ensure that the majority of cases will be handled effectively and efficiently, and in a confidential and sensitive manner.    

If possible the recipient of the harassment, sexual harassment or bullying should approach the alleged perpetrator(s) and explain clearly that the behaviour in question is unacceptable.

The individual should also inform the alleged perpetrator(s) of (Project’s Name) policy on harassment, sexual harassment and anti bullying and advise him/her that a continuance of this behaviour will result in them making a formal complaint.

The individual may approach their immediate supervisor or a member of the management committee for support in approaching the alleged perpetrator(s) or for advice if they are unsure whether the behaviour constitutes a form or bulling/harassment.

(Project’s Name) recognises that it may not always be practical to use the informal procedure particularly where the bullying/harassment is of a serious nature or where the person(s) concerned are at different levels in the organisation.  In such instances, the employee should use the formal procedure.

3.4.6
FORMAL PROCEDURE

In the event that the informal procedure has failed or is inappropriate, the following steps must be followed if a formal complaint is being made.

The individual should make the initial complaint in writing to the (Co-ordinator / immediate supervisor / Chairperson / Staff Liaison Group). In the interests of natural justice the alleged harasser/bully will be notified in writing of the nature of the complaint and will be advised that they shall be afforded a fair opportunity to respond to the allegation(s).

An investigation will be conducted by designated members of the management committee who can be considered to be impartial. Interviews will be held with the complainant, the alleged perpetrator(s) and any witnesses or relevant persons.  At the interviews both the complainant and the alleged perpetrator(s) has the right to representation by a trusted colleague. 

When the investigation has been completed both parties will be informed in writing as to whether the complaint has been upheld. All complaints will be treated seriously, confidentially and dealt with as soon as is practicable.

Strict confidentiality and proper discretion will be maintained as far as is possible to safeguard both parties from innuendo and harmful gossip.

3.4.7
OUTCOME

If a case of bullying/harassment/sexual harassment has been proven the appropriate disciplinary action will be taken in line with (Project’s Name) disciplinary procedure up to an including termination of employment, depending on the seriousness of the violation. Records of any warnings for bullying/harassment/sexual harassment will remain on an employee’s file and will be used if any further allegations of a similar nature occur in the future. 

Retaliation of any kind against an employee for complaining or taking part in an investigation concerning bullying/harassment/sexual harassment will be dealt with under the disciplinary procedure as appropriate.  In cases where it is established that an individual made a false allegation, this will result in the initiation of the appropriate disciplinary procedures.  (Project’s Name) will carefully monitor the implementation of this policy and provide the relevant training as necessary. 

If an individual believes that they are the victim of harassment, bullying and sexual harassment they should take account of the following key points. 

· The individual should remain as calm and collected as possible.
· They should record the incidents including days, dates, times and what was said or done during the alleged incidents and if there were any witnesses.
· Write down how the incident of bullying/harassment/sexual harassment made them feel at the time.
· Try and confront the bully/harasser and inform him/her that you find his/her behaviour unacceptable and ask them to stop immediately.
· Talk to a colleague, immediate supervisor, the co-ordinator or a member of the management committee about the incidents.
· Keep copies of any materials you may receive from the perpetrator(s), as this may be needed at a later date.
· Read the Dignity at Work policy in the Staff Handbook.
· Don’t feel you have encouraged this behaviour or brought this on yourself.
3.5 HEALTH, SAFETY AND WELFARE POLICY

(Project’s Name) acknowledges its role in protecting the safety, health and welfare of all its employees.  The primary legislation governing this subject is the Safety, Health and Welfare Act, 2005 and (Project’s Name) is committed to complying with this legislation.  

The organisation is also committed to implementing a programme that ensures, where possible, that all risks and hazards are eliminated or otherwise controlled to an acceptable level.  It is the Health and Safety policy of (Project’s Name):-

· To take all practical steps to safeguard the health, safety and welfare of all employees and others involved in the work of the Agency.
· To provide adequate working conditions for all employees with proper facilities to safeguard their health and safety and to ensure that any work which is undertaken produces no risks to health and safety.

· To ensure that employees co-operate with the Agency safety policy.

· To publish, relevant, Health, Safety and Welfare Policies.  At present, these are:


~ Alcohol and Drug Abuse Policy (Appendix 2)


~ HIV and Aids Policy (Appendix 3)


~ Violence at Work Policy (Appendix 4)


~ Stress at Work Policy (Appendix 5)


~ Visual Display Units Policy (Appendix 6)

3.5.1  OBLIGATIONS OF THE AGENCY:

It is the policy of (Project’s Name) to ensure so far as is reasonably practicable the Safety, Health and Welfare of all employees whilst at work and to provide such information, training and supervision needed for this purpose.

3.5.2  OBLIGATIONS OF EMPLOYEES:

Under the Safety, Health and Welfare at Work Act, 1989 and the Safety and Welfare at Work (General Applications) Regulations, 1993, all employees are required and have a responsibility to:

· Take reasonable care for their own safety, health and welfare and that of others who may be affected by their acts or omissions;

· Co-operate with their employer or any other person to an extent as shall enable the employer to comply with statutory obligations;

· Use any suitable appliance, protective clothing, convenience equipment or other means provided for securing their safety, health or welfare;

· Notify Management of unidentified hazards in the workplace;

· Report to the Project any defects of which they become aware of in the Project’s equipment, place of work and/or systems of work which might endanger safety, health and/or welfare;

· Not to intentionally or recklessly interfere with or misuse any appliance, convenience equipment or other means provided to ensure the safety, health and welfare of persons in the workplace.

3.5.3  SAFETY STATEMENT

The Project’s Safety Statement will be made available to all employees and reviewed annually.  In reviewing the Safety Statement the Project shall consult with employees for the purposes of making arrangements for co-operation in promoting and developing health, safety and welfare at work.

Employees shall have the right to make representations to the Project on safety, health and welfare issues and the Project shall take account of any such representations, as far as is reasonably practicable;
Employees shall be required to report any possible hazard to the Project.  They are also required to report every accident (no matter how trivial) to the Project and to write up any accident in the book provided;

Employees shall be aware that breaches of safety rules may result in graduated disciplinary action, up to and including dismissal.  During induction, employees shall be made aware of the Safety Statement, Fire Evacuation Procedures and any hazards specific to one’s area of work;

Employees should carry out all reasonable instructions issued by Management in pursuance of its objective of providing a safe work environment.

(Project’s Name) has developed policies and procedures that will try to ensure the health, safety and welfare of all its employees.  The success of these policies and procedures will depend on the co-operation of all employees, including those working from a home office.  It is important therefore that staff acquaint themselves with all areas of the Health, Safety and Welfare Policy Document.    

3.6 LIFE LONG ILLNESS / MEDICAL CONDITION POLICY

It is (Project’s Name) policy to ensure the health, safety and welfare of all employees at all times.  An employee who has a life long illness/medical condition is required to notify management on commencement of employment or on the discovery of the illness of the following information;

· Nature of illness/condition e.g. epilepsy 

· Details of any medication or special procedures required in the event of an emergency e.g. an employee who has epilepsy may need to outline what steps are to be followed in the event of a seizure at work.

· Anything which may affect the illness/condition

· Contact details in the event of an emergency – particularly if these differ to   standard contact details. 

All information will be dealt with confidentially.  Employees who have a life-long illness/medical condition will be entitled to coverage under (Project’s Name) sick leave policy.  

3.7 INTERNET AND EMAIL POLICY

This policy applies to all employees and volunteers who are granted the use of (Project’s Name) internet and email facilities.  Emails fall under the scope of the Data Protection Act.  Under this legislation the email originator, all email recipients and any person named in the email are entitled to view the information about them and it is incorrect they are entitled to have it corrected.

Home or personal use has a ‘domestic exemption’ from data protection law; however, (Project’s Name) has not such exemption even for personal emails if they originate from (Project’s Name) equipment.

Privacy

(Project Name) reserves the right to access and disclose the contents of a user’s email messages, in accordance with its legal and audit obligations, and for legitimate operational reasons.  

3.7.1. INTERNET POLICY

(Project Name) staff and volunteers must adhere to the following when using its facilities/equipment to connect to the internet:

· Access to the internet is provided for (Project’s Name) purposes and must not be abused for personal use.

· Commercial use, which is not connected to or approved by (Project’s Name), is strictly prohibited and will be dealt with in accordance with the disciplinary procedures.

· Individuals are expected to act ethically and responsibly in their use of the internet and to comply with the relevant national legislation. 

· Staff and volunteers must not use (Project’s Name) internet connection to scan or attack other individuals/devices/organisations.

· The accessing or downloading of pornographic material or any other offensive material is strictly prohibited and will be dealt with in accordance with the disciplinary procedures.

· The downloading or distribution of adult/child pornography constitutes gross misconduct and will be dealt with in accordance with the disciplinary procedures.

· In the event that staff or volunteers are found to be using the internet to commit a criminal offence the relevant authorities will be notified as a matter of course.

3.7.2  EMAIL POLICY 

All staff and volunteers must adhere to the following when using email facilities;

· Staff and volunteers are expected to act ethically and responsibly in their use of emails and to comply with relevant national legislation.

· Discrimination, victimisation or harassment via email on the nine grounds of gender, martial status, family status, sexual orientation, religion, age, disability, race and membership of the traveller community is prohibited. 

· Staff and volunteers must not bully/harass/sexually harass or hassle individuals via email.  Messages which are likely to be considered abusive, offensive or inflammatory should not be sent.  The sending of such emails is prohibited.

· The creation and/or forwarding of pornographic mail/images are prohibited and constitute gross misconduct.

· In the event that staff or volunteers are found to be using the e-mail to commit a criminal offence the relevant authorities will be notified as a matter of course.

All of the above are prohibited and will be dealt with in accordance with (Project’s Name) disciplinary procedures.  

Also employees should be aware of the following:

· Emails can be easily forwarded to other parties.  Individuals should be aware that anyone mentioned in an email under data protection has the right to see it. 

· The creation or forwarding of advertisements, chain letters or unsolicited emails is prohibited. 

· Caution should be exercised when opening emails and attachment from unknown sources.

· All equipment must have up to date anti-virus software installed and be operational on the computer they access emails on.

· All emails or attachments which are encrypted or compressed should be decrypted or decompressed and scanned for viruses by the recipient. 
SECTION 4:  LEAVE AND BENEFITS 

4.1. ANNUAL LEAVE

OPTION 1 – Discretionary Shutdown Periods

Annual leave entitlement for full time employees is ….. days.  The annual leave entitlement for part-time workers will be calculated on a pro rata basis and will be set out in their contract of employment.  

The leave year runs from January to December in any one year.  Leave cannot be carried over to the new leave year without the approval of the (Co-ordinator/ immediate Supervisor/Staff Liaison Group).  An employee must give a minimum of …… weeks/months notice of their intention to take annual leave by completing a holiday request form and obtaining the consent of the (Co-ordinator/ immediate Supervisor/Staff Liaison Group). Employees are entitled to holiday pay prior to their annual leave and should indicate to the (Co-ordinator/ immediate Supervisor) if they wish to avail of this facility.  

The (Project’s Name) VBOM also has the discretion to nominate operational shut down periods during which you may be required to take annual leave.  Employees will be given reasonable notice of any shut down periods.  The nominated days are normally set by the (Project’s Name) VBOM at the beginning of the calendar year.  

OPTION 2 – Stated Shutdown Periods 

Annual leave for full-time employees will be …… days/weeks.   The annual leave entitlement for part-time workers will be calculated on a pro rata basis and will be set out in their contract of employment. The (Project’s Name) VBOM has the discretion to nominate up to …. days in each calendar year, upon which employees will be required to take annual leave.  Generally these days fall during the ……………. and ……………… shut down periods.   

An employee must give a minimum of ……… weeks/months notice of their intention to take annual leave by completing a holiday request form and obtaining the consent of the (Co-ordinator/ immediate Supervisor/Staff Liaison Group).  Employees are entitled to holiday pay prior to their annual leave and should indicate to the (Co-ordinator/ immediate Supervisor) if they wish to avail of this facility.  

The (Project’s Name) VBOM also has the discretion to nominate operational shut down periods during which you may be required to take annual leave.  Employees will be given reasonable notice of any shut down periods.  The nominated days are normally set by the (Project’s Name) VBOM at the beginning of the calendar year.  

OPTION 3 – Stated Shutdown periods and Additional Grace Days 

Annual leave for full-time employees will be …… days/weeks.   The annual leave entitlement for part-time workers will be calculated on a pro rata basis and will be set out in their contract of employment.  

The (Project’s Name) VBOM also has the discretion to nominate operational shut down periods during which you may be required to take annual leave.  Employees will be given reasonable notice of any shut down periods.  The nominated days are normally set by the (Project’s Name) VBOM at the beginning of the calendar year.  In addition to the …. days/weeks annual leave, the VBOM provides additional leave as follows:

· Additional …. grace days which must be used for shutdown periods i.e. (name periods)

· 1 day’s paid leave for Christmas Eve 

· 1 day’s paid leave for Good Friday

The leave year runs from January to December in any one year.  Leave cannot be carried over to the new leave year without the approval of the (Co-ordinator/ immediate Supervisor/Staff Liaison Group).  An employee must give a minimum of …… weeks/months notice of their intention to take annual leave by completing a holiday request form and obtaining the consent of the (Co-ordinator/ immediate Supervisor/Staff Liaison Group). Employees are entitled to holiday pay prior to their annual leave and should indicate to the (Co-ordinator/ immediate Supervisor) if they wish to avail of this facility.  

4.1.1 CESSATION OF EMPLOYMENT

Upon cessation of employment, (Project’s Name) will pay the employee in lieu of any outstanding annual leave entitlement.  

4.1.2 PUBLIC HOLIDAYS

Employees are entitled to nine public holidays per year which all employees are entitled.

· New Years Day 

· St. Patrick’s Day 

· Easter Monday 

· First Monday in May 

· First Monday in June 

· First Monday in August 

· Last Monday in October 

· Christmas Day 

· St. Stephen’s Day

If the public holiday falls on a weekend, the next working day will be given in lieu.  A public holiday falling within a period of annual leave, will not count as part of that leave and can be taken as an additional day.

4.1.3 PUBLIC HOLIDAY ENTITLEMENT AND PART-TIME EMPLOYEES

To qualify for public holiday benefit, part-time employees must have worked at least 40 hours in the previous 5 weeks.  Where the employee does not normally work on the day on which the public holiday falls, then he/she is entitled to the benefit of 1/5th of his/her working week either in pay or additional hours off. 

4.1.4 SICK LEAVE DURING ANNUAL LEAVE

If during annual leave, an employee falls sick and produces at the time a medical 

certificate to that effect, the period of sickness will be recorded as sick leave and not as annual leave.  

4.2. SICK LEAVE 

All employees must telephone the (Co-ordinator/ immediate Supervisor) within 1 hour of their start time on the first day of their illness.  Texting is not an acceptable method of contact.  Where reasonable, employees are required to outline the nature of their illness and the likely return to work date during the initial contact.  

The sick leave year is the 12 month period from 1st January to 31st December in any year. 

4.2.1.Uncertified Sick Leave is optional 

The (Project’s Name) provides for employees to take …. consecutive uncertified sick days for which they will be paid.  This is subject to a maximum of … days in any one 12 month period. 

4.2.1  CERTIFIED SICK LEAVE 

Each employee must produce a medical certificate for periods of sick leave of more than …. days.  The certificate should state the general nature of the employee’s illness, the precise period for which the employee will be unfit for duty and/or the probable date of return.  

Optional - The sick pay scheme does not apply to employees during their probationary period.  

If the absence continues, subsequent certificates must be submitted on a weekly basis beyond the period covered by the initial certificate.  Failure to produce a medical certificate(s) on a regular basis may lead to the instigation of the disciplinary procedures.  

4.2.2 LONG TERM ILLNESS

(Project’s Name) wishes to treat all employees who are seriously ill for a prolonged period of time with sensitivity and care.  Each case will be dealt with individually, while maintaining the organisation’s policy.  Whilst absent on long-term sick leave, employees are required, where reasonable, to maintain regular contact with the (Co-ordinator / immediate Supervisor).  

4.2.3 MEDICAL EXAMINATION

During extended periods of illness, (Project’s Name) may request that employees attend an independent medical examination and (Project’s Name) may ask for a report on the fitness of the employee.

4.2.4 LENGTH OF PAID SICK LEAVE 

(Length of sick leave is optional as there is no legal entitlement to sick leave) 

(Project’s Name) provides paid sick leave in any one period of 12 months to employees depending on the length of service as follows,

Option 1 – Paid Sick leave depending on length of service

	Service at commencement of sickness
	FULL SICK PAY
	HALF SICK PAY

	1st Year
	.. weeks
	.. weeks 

	2nd Year 
	.. weeks
	.. weeks 

	3rd Year 
	… weeks
	… weeks 

	4/5th Year 
	… weeks
	… weeks

	6th Year and subsequent years
	… weeks
	… weeks 


All employees are required to claim and remit to the employer any social welfare payments from the Department of Social and Family Affairs which are due during periods when they are on sick pay.  Sickness benefit is normally paid from the 4th day of the claim, which is made directly at a local Social Welfare office by the employee, within 7 days of becoming ill.  Employees should continue to submit weekly certificates while he/she is on sick leave unless otherwise advised. 

Option 2 – Paid Sick Leave Entitlement per Year 

The (Project’s Name) will provide … weeks sick leave in a 12 month period.

All employees are required to claim and remit to the employer any social welfare payments from the Department of Social and Family Affairs which are due during periods when they are on sick pay.  

Sickness benefit is normally paid from the 4th day of the claim, which is made directly at a local Social Welfare office by the employee, within 7 days of becoming ill.  Employees should continue to submit weekly certificates while he/she is on sick leave unless otherwise advised. 

Option 3 – No Entitlement to Sick Leave 

(Project’s Name) does not pay employees during absence due to illness.  However the employee may be entitled to payment of sick benefit from the Department of Social and Family Affairs (dependent on meeting certain PRSI conditions).  Sickness benefit is normally paid from the 4th day of the claim, which is made directly at a local Social Welfare office by the employee, within 7 days of becoming ill.  

REFUSAL OF SICK PAY 

Sick pay is a discretionary benefit and (Project’s Name) may refuse or terminate the benefit when any of the following occur:

· There is found to be abuse of the paid sick leave. 

· The reporting/certification requirements are not met.

· The sickness, injury or length of absence is attributable to negligence, or misconduct, alcohol or drugs. 

· The absence is not genuinely attributable to the sickness or injury of the employee.

· The illness or injury was sustained in another employment.

4.2.5  RETURN TO WORK 

If an employee is returning to work after a period of sick leave, (Project’s Name) requires a final certificate as evidence of fitness to return to work which is issued from the doctor prior to returning to work.  (Project’s Name) reserves the right to have employees examined by an independent medical practitioner at the Project’s expense.  

4.3 MATERNITY LEAVE

Arrangements for maternity leave will be in accordance with the Maternity Protection Acts, 1994 and 2004.  A female employee is entitled to 26 weeks maternity leave around the time of birth and an additional 16 weeks unpaid maternity leave plus additional unpaid leave in special circumstances.  The employee will maintain all her employee rights, (including / excluding remuneration – pay during maternity leave is optional) during the 26-week period and during the additional maternity leave of up to 16 weeks unpaid leave, including the entitlement to annual leave and public holidays. 

4.3.1. NOTIFICATION

Once the pregnancy has been confirmed the employee is required to advise (Project’s Name) in writing, enclosing a medical certificate stating the expected date of birth and the intended date of return.  This notification must be given to the employer as soon as possible and at least 4 weeks before the beginning of the maternity leave.  Of the 26-week period, at least 2 weeks must be taken before the expected date of birth, and at least 4 weeks after the birth.

If an employee wishes to take additional maternity leave, she should apply in writing for this leave at least 4 weeks before the approved maternity leave expires or before she goes on maternity leave.  When returning to work the employee should give 4 weeks notice of her intention to return to work.  

OPTION 1 – Unpaid Maternity Leave 

An employee who is on maternity leave is normally entitled to payment from the Department of Social and Family Affairs for the 26 weeks maternity leave depending on meeting PRSI eligibility criteria.  Social Welfare benefit is not available for the additional 16 weeks leave, it is unpaid leave.  The employee should apply for social welfare benefit at least 10 weeks prior to the expected birth of the child.  

OPTION 2 – Paid Maternity Leave 

An employee who is on maternity leave is normally entitled to payment from the Department of Social and Family Affairs for the 26 weeks maternity leave depending on meeting PRSI eligibility criteria.  During the 26 weeks maternity leave, the (Project’s Name) will ‘top up’ the social welfare benefit to the level of their regular salary subject to their being adequate funding in place.  Social Welfare benefit is not available for the additional 16 weeks leave, it is unpaid leave. The employee should apply for social welfare benefit at least 10 weeks prior to the expected birth of the child.  

* If a project decides to top up maternity benefit it is important to put in the clause, this top up is “subject to there being adequate funding in place”

Other options regarding pay during maternity leave include:

· In order to qualify for the ‘top up’ the employee must have been employed by the organisation for a certain period of time (e.g. must have 6 months or 12 months service)

· The organisation will ‘top-up’ the maternity benefit for a specified period of maternity leave e.g. will ‘top-up’ for …… weeks of maternity leave only. 

· The organisation will ‘top-up’ the maternity benefit by ….. per cent of their regular salary.

· Eligibility for the ‘top up’ is dependent on the employee making a written commitment to return to their normal working hours immediately following maternity leave/additional maternity leave and completing a specified amount of service (e.g. returning to the role for at least 3 or 6 months) 

Where a baby is born prematurely the employee will be allowed the 26 weeks paid maternity leave from the date of confinement provided she notifies management in writing of the situation within 4 weeks of the confinement or as soon as possible.  

4.3.2 ANNUAL LEAVE AND PUBLIC HOLIDAYS 

Annual leave will accrue whilst an employee is out on the 26 weeks Maternity Leave and the additional 16 weeks maternity leave.

Employees also maintain their full entitlement to Public Holidays during Maternity Leave (all 42 weeks consisting of maternity leave and additional maternity leave).

4.3.3 ANTENATAL AND POSTNATAL CARE 

An employee is entitled to paid leave for antenatal and postnatal appointments which have to happen during work hours.  The employee is required to give (Co-ordinator/immediate Supervisor) 2 week’s written notice of each appointment.  (Project’s Name) requests that where possible, the appointments are at the beginning or at the end of the working day.  If the appointment finishes during the working day, the employee is expected to return to work.
4.3.4 ANTENATAL AND POSTNATAL CARE 

An employee is entitled to paid leave for antenatal and postnatal care.  This leave will be granted to expectant mothers and fathers, subject to the following;

· An expectant mother is entitled to paid time off to attend one set of antenatal classes. 

· An expectant father is entitled to paid time off to attend the last two ante natal classes in a set of classes which the expectant mother is attending.  This is a once off entitlement for fathers in relation to one birth only. 

The employee must give two weeks notice in writing of the times and location of the antenatal classes.  (Project’s Name) reserves the right to refuse payment for time-off to employees where there is an abuse of this procedure, and any such abuses will be dealt with under the disciplinary procedures.
4.3.5  HEALTH AND SAFETY

An employee, who is pregnant, has recently given birth or who is breastfeeding will not be placed in any job that is a risk to her health and safety or that of her child.  If such a risk exists (Project’s Name) will remove the risk, re-assign the employee to other suitable employment or place the employee on health and safety leave, which will be paid for the first 21 days.  Thereafter the employee will receive benefit from the Department of Social and Family Affairs.  

4.3.6  BREAST FEEDING ARRANGEMENTS

An employee who is breastfeeding will be entitled to work breaks or a reduction in working hours equivalent to 1 hour per day for the purposes of breastfeeding.  The entitlement may be availed of up to 26 weeks after the date of birth of the child. 

For the purposes of the 2004 Act ‘breastfeeding’ means breastfeeding a child or expressing breast milk and feeding it to a child immediately or storing it for the purposes of feeding it to a child at a later time.  

4.4 ADOPTIVE LEAVE


In accordance with the Adoptive Leave Acts, 1995 and 2005, (Project’s Name) will provide time off to employees who have adopted a child.  Adopting mothers and sole male adopters are entitled to 24 weeks adoptive leave from the date of placement and up to an additional 16 weeks leave at the end of the 24 week period.  The arrangements and notification periods for adoptive leave are the same as for maternity leave (see above). 

4.4.1 NOTIFICATION

An employee must notify (Project’s Name), in writing of her/his intension to take adoptive leave no later than 4 weeks before the expected date of placement. (Project’s Name) requires a certificate of placement or a declaration of eligibility and suitability, as soon as is reasonably practicable.  In the case of a foreign adoption, some or all of the additional 16 weeks leave can be taken before the placement date.  In such cases, the employee must notify (Project’s Name) in writing 4 weeks before the leave is due to begin.  

An employee will maintain all of her/his employee rights (including / excluding remuneration - pay during adoptive leave is optional) during the 24-week period and during the additional adoptive leave of up to 16 weeks, including entitlement to annual leave and public holidays.  

OPTION 1 – Unpaid Adoptive Leave 

An employee who is on adoptive leave is normally entitled to payment from the Department of Social and Family Affairs for the 24 weeks maternity leave depending on meeting PRSI eligibility criteria.  Social Welfare benefit is not available for the additional 16 weeks leave, it is unpaid leave. 

OPTION 2 – Paid Adoptive Leave 

An employee who is on adoptive leave is normally entitled to payment from the Department of Social and Family Affairs for the 24 weeks leave depending on meeting PRSI eligibility criteria.  During the 24 weeks adoptive leave, the (Project’s Name) will subject to their being adequate funding in place ‘top up’ the social welfare benefit to the level of their regular salary.  Social Welfare benefit is not available for the additional 16 weeks leave, it is unpaid leave.

Other options regarding pay during adoptive leave include:

In order to qualify for the ‘top up’ the employee must have been employed by the (Project’s Name) for a certain period of time (e.g. must have 6 months or 12 months service)

The (Project’s Name) will ‘top-up’ the adoptive benefit for a specified period of adoptive leave e.g. will ‘top-up’ for …… weeks of adoptive leave only.

Eligibility for the ‘top up’ is dependent on the employee making a written commitment to return to their normal working hours immediately following adoptive leave/additional adoptive leave and completing a specified amount of service (e.g. returning to the role for at least 3 or 6 months) 

If an employee wishes to take the additional leave, s/he must inform (Project’s Name), in writing at least 4 weeks before the intended date of return.  If the placement of an adopted child is terminated after a period of less than 24 weeks, the employee must notify the (Project’s Name) within 7 days.

4.4.2 ANNUAL LEAVE AND PUBLIC HOLIDAYS 

Annual leave will accrue whilst an employee is out on the 24 weeks Adoptive Leave and the additional 16 weeks Adoptive Leave.  

Employees also maintain their full entitlement to Public Holidays during Adoptive Leave (all 42 weeks consisting of adoptive leave and additional adoptive leave).  

4.4.3 PRE-ADOPTION CLASSES AND MEETINGS

An employee is entitled to paid leave for pre-adoption classes or meetings which the employee is obliged to attend.  This leave will be given subject to the employee giving 2 weeks notice in writing of the times and location of the classes and/or meetings.  The written notification should be accompanied by an appointment card from the relevant body running the classes.  These requirements may be waived in special circumstances where the failure to provide notification is not due to an employee’s neglect.  

4.5 PARENTAL LEAVE 

The Parental Leave Act, 1998 the Parental Leave (Amendment) Act, 2006  provides for unpaid leave from work to facilitate parents to look after their young children under the age of 8 years of age, or older in specific circumstances.

Any full time employee, who is a natural or adoptive parent, or in loco parentis, and has completed one year’s continuous service, is entitled to 14 weeks unpaid leave per child, to enable her/him to take care of her/his child.  All parents of children less than eight years of age are eligible, as are parents of a disabled child under16 years, and there is an extension if a child under 8 is adopted and is within 2 years of an adoptive order.  

The leave can be taken either as a continuous block of 14 weeks or in separate blocks of 6 continuous weeks or with the agreement of (Project’s Name), broken up over a period of time and this must be fully agreed and negotiated with the appropriate line manager etc.  Each application will be dealt with on an individual basis.  Part-time employees have a pro-rata entitlement based on the number of hours worked. 

If an employee has less than one year’s service and more than 3 months continuous service, and the child is about to go beyond the specified age limit, the parental leave entitlement is one week’s unpaid leave for each month of continuous employment.  

Any period of probation will be suspended while an employee is on parental leave and will be completed on the employee’s return.  

4.5.1. EMPLOYMENT RIGHTS

All employment rights will be protected while on parental leave other than the right to remuneration.  Annual leave and public holiday entitlement accrue while an employee is on parental leave.  There is no Social Welfare support during periods of parental leave but an employee can apply for PRSI credits for any period of parental leave.  If an employee falls ill while on parental leave and is unable to care for their child, they need to contact the (Project’s Name).  For all period of medically certified sick leave, the employee may transfer to (Project’s Name) sick-pay scheme (depending on sick leave entitlement) and resume their parental leave when fit to take care of their child.  Normal sick leave notification procedures apply.  

4.5.2 APPLYING FOR PARENTAL LEAVE

An employee must give written notice to the (Project’s Name) of his/her intention to take parental leave no later than 6 weeks before the employee proposes to commence the leave.  Employees may be required to provide evidence of his/her entitlement to parental leave.  

Once the employee has given notice of his/her intention to take parental leave, a confirmation document will be issued for signing no later than 4 weeks before commencement of the parental leave.  An employee may revoke their notice to parental leave prior to signing the confirmation document.  A signed copy will be given to the employee and put on his/her file. 

4.5.3  POSTPONEMENT

(Project’s Name) may decide to postpone the granting of parental leave for up to 6 months, if satisfied that granting the leave would have a substantial adverse effect on the operation of business.  In such cases, (Project’s Name) will consult with the employee so that a mutual alternative can be reached within 6 months.

4.5.4  ABUSE OF PARENTAL LEAVE

Parental leave may be terminated if (Project’s Name) suspects that there are reasonable grounds to believe that it is being used for a purpose other than taking care of the child concerned.  (Project’s Name) will notify the employee in writing outlining its concerns and requesting a reply within 7 days.  (Project’s Name) retains the right to terminate the parental leave if the employee is found to be in breach of the policy and the disciplinary procedures will apply.

4.5.6 ANNUAL LEAVE AND PUBLIC HOLIDAYS 

Annual leave will accrue whilst an employee is out on Parental Leave.  Employees also maintain their full entitlement to Public Holidays during Parental Leave. 

4.6. FORCE MAJEURE LEAVE

Employees may avail of Force Majeure Leave with pay in times of an emergency due to illness or accident to an immediate family member and where the presence of the employee is required.

Family members include, spouse/partner (includes same-sex partners), a grandparent, brother or sister or a person to whom the employee is parent, adoptive parent or is in loco parentis.

Under force majeure leave the maximum entitlement is 3 days paid leave per year, subject to an overall maximum of 5 days paid leave in 3 years.  Absence for part of a day is counted as 1 full day and the employee must inform the (Co-ordinator / immediate Supervisor) prior to departure.  

4.6.1 NOTIFICATION

In the event that the employee must be absent due to an illness or injury of a defined relative he/she must contact the (Co-ordinator / immediate Supervisor / Staff Liaison Group) within 1 hour of normal start time on the first day of absence. 

Employees found to be abusing their entitlement to force majeure leave will be subject to the disciplinary procedures.  

4.7. PATERNITY LEAVE 

A male employee will be granted …. days special leave with pay in respect of the birth of a child.  This leave may be taken at the time of the birth or up to 4 weeks after the birth.  In the case of adoption, the leave may be taken on or up to 4 weeks after the date of placement of a child.  

In cases where 2 or more children are born or are adopted, the entitlement to paternity leave will be ….. days per child e.g. where twins are born, the father would be entitled to ….. days paid leave.  

Paternity leave may in exceptional circumstances be extended at the discretion of (Project’s Name)  

4.8 CARERS LEAVE 

The Carer’s Leave Act, 2001 entitles employees to take temporary unpaid leave from employment for the purpose of providing full-time care and attention to a person requiring it.  Employees with 1 year’s continuous service may be entitled to this leave.  

4.8.1 NOTIFICATION

An employee is required to give at least 6 weeks notice in writing to (Project’s Name) of his/her intention to avail of Carer’s leave, except where emergency circumstances render this an impracticable requirement.  The Act provides that the leave must be taken either in a block up to a maximum of 104 weeks or in smaller blocks of 13 weeks with intervening gaps of at least 6 weeks.

(Project’s Name) will require receipt of a written decision from a Deciding Officer of the Department of Social and Family Affairs before approving a period of Carers leave.  

4.8.2 EMPLOYMENT RIGHTS

All employees’ rights are protected while an employee is on carer’s leave, except the right to remuneration.  An employee maintains the right to annual leave and public holiday entitlements solely for the first 13 weeks of carer’s leave.  

4.8.3  RETURN TO WORK 

Employees should inform (Project’s Name) 4 weeks before the end of the Carer’s leave that they intend to return to employment on the due back date. (Project’s Name) will facilitate employees to return to their normal job as far as is reasonably practical. 

4.9 COMPASSIONATE LEAVE

(Project’s Name) understands that the loss of loved ones needs to be managed in a sensitive and caring manner.  In the event of time needed to be taken due to bereavement, then (Project’s Name) will grant time off with pay for compassionate leave.  Approval for such leave rests with the (Co-ordinator / Staff Liaison Group / Board of Management).  While each case will be treated separately, the following guidelines apply:

· In the case of a spouse/partner, child up to …… day’s compassionate leave will be given. (Option - between 10 to 15 days)

· In the case of parent, brother or sister, grandparent, grandchild up to ….. days compassionate leave will be given. (option - between 3 to 5 days)
· In the case of other close relatives, namely, mother-in-law, father-in-law, uncle, aunt, sister-in-law, brother-in-law, nephew, niece, close friend up to …… days leave will be given. (Option – up to 2 days)

· In the case of non immediate family …… days leave will be given. (option - 1 day)

Option 1 – Time in lieu/annual leave

Time in lieu/annual leave can be used if more time is required.

Option 2 – Discretionary use 

(Project’s Name) reserves the right to treat each case on an individual basis and additional days may be provided on a discretionary basis. 

4.10. STUDY LEAVE 

Staff may seek study for completion of project work, preparation for examinations, time to attend courses and / or participation in examinations. 
4.11 LEAVE OF ABSENCE / CAREER BREAK  
If an employee requires time off from work for a period of …….. months/year they can apply for leave of absence.  An employee must have completed 2 years subject to the workload of (Project’s Name). Leave of absence will be granted for a minimum period of …. months up to a maximum of ….  months/years and during this period employees are not paid a salary. 

It is necessary for the employee to submit a written request to the (Co-ordinator / VBOM / Staff Liaison Group) at least …. months before the commencement date (except in the case of special circumstances) outlining the period of absence.  

The employee must also provide at least …. weeks/months written notice of his/her returns to work.  If the employee decides not to return to work s/he must inform (Project’s Name) in writing. 

4.12 JURY SERVICE

Employees are entitled to time off work for jury service.  An employee will be granted paid leave to attend jury service.  

4.13 SPECIAL LEAVE

In certain circumstances short periods of paid or unpaid leave may be granted as required, but this is at the discretion of the (Co-ordinator / Board of Management / Staff Liaison Group) to whom advance applications must be made.  

OPTIONAL POLICIES 

MEDICAL APPOINTMENTS

(Project’s Name) reserves the right to request that an employee attend an independent medical advisor in the event that there is a question over the employee’s fitness to work at any stage throughout the employee’s employment with (Project’s Name).
OPTION 1 – Covered by Uncertified Sick Leave 

Regarding personal appointments, hospital, doctor, dentist, optician or other necessary medical appointments these will be covered by uncertified sick leave.  

OPTION 3 – Full-time workers

Wherever possible every attempt should be made for the appointment to be at the beginning or end of the working day.  Advance notifications of such appointments should always be given, except in emergency situations.  The (Project’s Name) has the right to ask for proof of attendance at such appointments.  

OPTION 2 – Part-time workers 

In the case of part-time working, with regard to personal appointments, wherever possible, routine doctor, hospital, dentist, optician or other necessary medical appointments should be arranged outside of work hours.  

SALARY REVIEWS

Salary reviews will be carried out in conjunction with the annual appraisal, which will be undertaken by the (Project’s Name).  The salary will be reviewed in line with the individual’s performance and contribution to (Project’s Name).  Any salary increases will take account of the National Wage Agreement.  

The capacity of (Project’s Name) to pay any salary increases is dependent on future funding from …………………………………………….. (funders) and is also at the discretion of management each year.  

EMPLOYMENT OF RELATIVES

Option 1 

As an equal opportunity employer, (Project’s Name) will consider applications from relatives and family members of current employees, as it would any other application.  However, (Project’s Name) retains the right to ensure that close relatives shall not be permitted to work in a position in which one close relative would directly or indirectly supervise another, where this is deemed inappropriate.  

Option 2 

As an equal opportunity employer, (Project’s Name) will consider applications from relatives and family members of current employees, as it would any other application.  If a family member is directly supervised by another family member, the formal support and supervision of the individual will be carried out with the immediate supervisor in conjunction with a member of the (Staff Liaison Group).  
PURCHASE OF ADDITIONAL ANNUAL LEAVE 

If an employee wishes to increase their annual leave entitlement, they may purchase up to an additional …. days leave per leave year.  The request must be put in writing to the (Staff Liaison Group) and if it is approved the employee must confirm their acceptance in writing.  The amount to be deducted can be staggered over a period of time with the agreement of the (Staff Liaison Group).  The request must be made before the new leave year commences.  

COMPANY PROPERTY

It is a requirement of (Project’s Name) that all employees respect all company equipment used in the course of employment, e.g. computers, materials, equipment, printers.  Misuse of such equipment is deemed a serious offence and would be dealt with under the disciplinary procedures.

PERSONAL PROPERTY

(Project’s Name) does not accept any responsibility for any personal property belonging to an employee, which is left on the premises.  Employees are strongly advised not to bring large sums of money or valuable articles to the workplace.  Where lockers are provided, employees are required to use them for all personal belongings. 

Any employee found interfering with another employee’s belongings will be subject to disciplinary action, up to and including dismissal.  
APPENDIX 1: SUPPORT & SUPERVISION POLICY

(Project’s Name) knows that working together, difficult though this often is, far outweighs insularity and individualism.  Central to good community work practice is the ability to relate to people as people, consciously acknowledging the issues of power, which interfere with relationships and being prepared to admit that everyone has something to learn from others. 

Because of recognising that workers can have difficulties in the carrying out of their role, the management committee of xxx Family Resource Centre recognises its responsibility to ensure that all employees have access to regular supervision and support for their work.

While the supervisor may have the lead role in supervision, the management committee aims to continually work towards a “partnership model” of supervision, which is for the benefit of both the supervisor and the supervisee.  However this does negate that the primary responsibility for ensuring that supervision happens rests with the supervisor.

Supervision involves a regular, structured opportunity for staff to discuss their work, review progress, and make plans for the future.  In essence, it is about how the worker can best be supported in doing her/his work.

The Purpose of Supervision 

The main purposes of supervision can be identified as follows:

· To establish the accountability of the worker to the organisation.

· To promote the worker’s development as a professional person.

Since accountability is concerned not only with whether a task is preformed but also with the quality or standard of the work and the quality of the processes used, these purposes of supervision are interwoven, and between them they contain the following:

Principal Features of Supervision

· To monitor work and work performance.

· To evaluate work and work performance.

· To clarify work objectives.

· To share information about work.

· To provide an opportunity for the worker and supervisor to discuss how they feel about the work.

· To recognise and deal with existing and/or potential problems.

· To discuss how outside factors are affecting their work.

· To provide a framework for discussing and agreeing change. 

Supervision is about

The Management Committee of ………….. Family Resource Centre is committed to the following beliefs, which underline the organisation’s support and supervision policy.

· A Partnership between staff and management.

· Empowering and supporting the worker to do his/her job.

· Helping the worker to manage her/his workload by prioritising and planning realistic targets.

· Allowing both parties the opportunity to review progress towards specific goals.

· Creating opportunities for specific feedback – positive or constructively critical.

· Facilitating the communication and mutual understanding between staff and management.

· Providing the opportunity to discuss difficulties or conflict within the work or professional issues, which are getting in the way of an employee working effectively.

· Facilitating communication and mutual understanding between staff and management.

· Providing the opportunity to discuss difficulties or conflict within the work or personal issues, which are getting in the way of the employee working effectively.

· Facilitating the worker to come up with his or her own solutions.

· Identifying training needs.

· Using open recording systems.

The Supervision Contract

It is very important, for the sake of clarity, non-oppressive practice and straightforward good practice that the processes of supervision are carefully agreed between the participants.  The forming of a supervision contract will address many of the issues associated with supervision.  The supervision contracts will be in keeping with the projects overall aim, objectives, work-plan and supervision policy.  The supervision contracts will adhere to the following headings:

· Content – what you both want to get out of it, what you can/can’t talk about.

· Confidentiality - will confidentiality be guaranteed at all times?

· Duration and frequency of sessions – how often and how long?

· Methods of dealing with conflict – how are you going to deal with Racism, Sexism, or power issues on the part of either of you?

· Evaluation – how are you going to check if supervision is going ok?
· Feedback to the Management Committee.

The Supervision Session
The contract will provide a reference point from which to review the process of supervision and to check that all is well or whether certain things need to commence.  In similar fashion the compiling of agendas at the beginning of each session should contribute to ensuring an atmosphere of equality in the supervision session.  The Management Committee recognises the importance of both the supervisor having the opportunity to indicate what their priorities are, whilst at the same time meeting the organisation’s requirements. The Management Committee proposes the following as basic guidelines for supervision agendas:

· List items from both parties, including essential items.

· Agree some prioritisation of the list.

· Give items some approximate timing.

· Discuss what you are going to do about items you clearly won’t have time for.

· Talk about methods for dealing with items - discussion, listing, etc.

Frequency and Duration of Supervision Sessions
The frequency and duration of supervision sessions may vary due to the individual circumstances and needs of individuals.  However, the standard frequency will be every 4 weeks.  A new employee will initially receive more frequent supervision sessions, approximately every two weeks.  The standard duration of a supervision session will be approximately 80 minutes.

Records
The supervisor and supervisees will jointly record and agree the decisions made at each supervision session and each party will hold individual copies of the records.  A system of recording will be agreed which will include:

· Date and time.

· Any issues emerging.

· Action(s) agreed.

· Training needs identified.

· Feedback to Management Committee.

· Feedback to other staff.

· Outstanding issues.

· Items for further discussion.

Feedback to the Management Committee

The Co-ordinator will give a verbal report to the Management Committee every three months when employment issues will be on the agenda of the Management Meeting.  However in the event of a serious problem arising, the Manager/Co-ordinator will raise the issue at the next meeting or can have a special meeting if deemed necessary.

Procedure in case of difficulties
Where the supervisee has difficulty with the supervisor, the supervisee should raise the issue directly with the supervisor.

· If the issues remain unresolved by the following supervision session, the supervisee has the right to approach the Staffing Sub Group who will then attempt to deal with the issue and reach a working agreement between the supervisor and supervisee.

· If the issues continue to be unresolved, and parties have the right to ask for the help of an agreed outside arbitrator or mediator.  The chairperson of the Management Committee will arrange for a meeting of all parties with the arbitrator within 28 days of their agreement to have an arbitrator.

Evaluation of Supervision Process and Structures
Supervision offers the best possible opportunity to offer others critical feedback in a constructive and positive way.  In the contract for supervision it should be agreed that feedback is an essential and necessary tool for the worker’s development.  It can be discussed how the supervisee can cope best with critical feedback and how she/he can make best use of it.  It is of course also useful for the supervisee to have the opportunity to give the supervisor feedback on their work with them i.e. the quality of supervision.  This process of evaluation will be carried out at the end of each supervision session in order to check if the session:

· What was helpful

· What aspects are not helpful

· What might be changed?

On a more formal basis, at the end of each year the supervisee will give feedback to the supervisor as to how the supervisor is going.  The supervisee will give feedback using the following questions:

· What have you got from the supervision?

· How has it affected you in your work?

· What have you found difficult or helpful?

· What changes would you suggest?

The Management Committee will evaluate the overall structure of supervision once a year to ensure that it is working well and to consider what changes are necessary.

APPENDIX 2:   ALCOHOL AND DRUGS  POLICY AND PROCEDURES

This policy is designed to encourage employees with an alcohol and/or drugs problem, which is affecting them in their work, to seek assistance.

Any employee who suspects s/he has an alcohol and/or drugs problem is encouraged to seek assistance voluntarily.  This request shall be made to their supervisor on a personal basis.  This request shall be treated in strict confidence and shall in no way jeopardise an employee's job security.  Time off work to obtain assistance shall be offered, if deemed necessary, and during this time s/he can request to be put on sick leave and be entitled to normal sickness benefits.

Any employee who is identified as having an alcohol and/or drugs problem through observation or by normal procedures following poor work performance, absenteeism, etc. shall be given the opportunity to seek diagnosis and specialist assistance, as a result of an initial discussion with his/her supervisor.

There shall be no demotion or retribution unless matters of discipline are involved.

The decision whether or not to receive treatment is ultimately the responsibility of the employee.  However, continuing unsatisfactory levels of behaviour or performance may be subject to normal disciplinary procedures if an employee declines to accept referral for diagnosis or specialist assistance. Should relapse occur following a return to employment after completion of a recovery programme, sympathetic consideration shall be given to the granting of further sick leave, though this cannot be continued indefinitely.

Employees with an addiction problem shall be assured that every assistance shall be given to them if they are willing to try to overcome the problem and that the matter will be treated in strict confidence.

In cases where the employee is incapable of retaining his or her present job or where returning to the post would, on professional advice, undermine recovery, every reasonable effort shall be made to find alternative employment within the organisation.

An employee shall have the right to be represented by a representative of his or her choice at each stage of the proceedings.

NOTE

This policy does not constitute a waiver of (Project’s Name) responsibility to maintain discipline or right to take disciplinary action under existing agreements.  Nor does assistance under the policy prevent recourse to normal grievance procedures.

Procedure:

When an employee believes s/he has a problem with addiction, which is adversely affecting their work, that person shall seek assistance as soon as possible by means of an initial interview with their supervisor.

If (Project’s Name) suspects a problem through a pattern of deteriorating work performance and/or absenteeism, the supervisor shall arrange an informal interview with the employee concerned, who shall have the right to be represented by another member of staff or the recognised Trade Union representative, if desired.  The interview shall be confined to aspects of work performance only. 

If an employee refuses to meet the supervisor and if there is no improvement in the level of work performance, then there shall be a meeting with the Staff Liaison Committee, with specialist support, if deemed necessary.  The Staff Liaison Committee shall appraise the situation and offer the employee a final choice between accepting assistance and being subject to disciplinary action.  If an employee is still reluctant to accept assistance, then (Project’s Name), if deemed necessary shall take appropriate action.

It is necessary that the position regarding confidentiality be clearly understood by everyone involved in order to avoid difficulties arising in the relationship between the individual concerned, (Project’s Name) and any outside treatment agency.  In most cases outside referral shall at least be offered, but may not always occur.

The normal practice of counselling or treatment agencies is that they provide information to third parties only with the informed consent of the client.  In cases where an employee seeks assistance of his/her own initiative and completely voluntarily, (Project’s Name) shall have no right to any information from the independent agency other than:

· The picture of the general prognosis:

· The length of time needed for treatment/ counselling visits.

APPENDIX 3: HIV & AIDS POLICY

The aim of this policy is to provide assistance to and prevent discrimination against employees who are affected and to give information, reassurance and guidance on prevention for those who are not.  (Project’s Name) is committed to promoting positive attitudes and preventing discrimination against any employee who is HIV positive or is living with AIDS.

Brief explanation of HIV and AIDS infection
AIDS (Acquired Immune Deficiency Syndrome) is caused by the virus HIV (Human Immune Deficiency Virus), which attacks the body's natural defence system.  When someone is infected, s/he develops antibodies to the virus and is said to be HIV positive.  These antibodies may take three months or longer to show in tests.  A person who is HIV positive can remain healthy and live and work with no ill effects.  However, such a person may still transmit the virus to others and can at times be the subject of illness, resulting in absence from work.  Where the person develops specific medical conditions associated with the virus, s/he shall be described as having AIDS.  There are known cases of people who have been infected with the virus for longer than fifteen years without developing AIDS.

There are three proven ways in which HIV can be passed from person to person:

· By intimate sexual contact involving exchange of infectious body fluid with an infected person (i.e. semen, vaginal fluids, blood);

· By exposure to infected blood, contaminated needles, or to any contaminated skin-piercing instrument;

· By a HIV positive mother transmitting the virus to her unborn baby.

The virus is not spread through the air (e.g. coughing or sneezing) or by touch.  Nor is there any danger of infection from handling objects that have been used by a person who is HIV positive or living with AIDS or from sharing an office or toilet facilities with them.

The Rights of Employees who are HIV positive or living with AIDS
(Project’s Name) is committed to treat people who are HIV positive or living with AIDS fairly and in the same way as all employees with a serious illness.

An employee who is HIV positive or living with AIDS, whose performance suffers or who is absent from work because of this illness, shall be treated equally to individuals with any other serious illness.

An employee who knows that s/he is infected with HIV or is living with AIDS is under no obligation to disclose that fact.  S/he is encouraged to seek advice and support from one of the voluntary or statutory organisations working in the area of HIV or AIDS.

An employee shall suffer no loss of his/her employee's rights through disclosure that s/he is HIV positive or living with AIDS.

In so far as s/he requires time off for medical consultations or treatment or counselling, the special leave entitlements shall be sympathetically and sensitively applied.

Employees Attitudes to Colleagues Who Are HIV Positive

Where it is generally known amongst (Project’s Name) personnel that a colleague or colleagues are HIV positive or living with AIDS, it shall be expected of all that they should treat those colleagues equally.  Any departure from the normal high standards of mutual tolerance towards and respect for colleagues is to be deplored and condemned without equivocation.

Instances of the following may warrant invocation of the disciplinary or grievance procedures:

· Any words, gestures or actions intending to cause distress to a colleague who is HIV positive or living with AIDS;

· Refusal to work in the usual way with a colleague who is HIV positive or living with AIDS.
First aid

There are no reported cases of infection arising from the administration of first aid.  The Agency and employees shall be encouraged to participate in a First Aid Course that shall also include the appropriate procedures that need to be used in the case of administering first aid to a colleague with HIV.

APPENDIX 4: VIOLENCE IN THE WORKPLACE POLICY
(Project’s Name) recognises that there may be a risk of violence and/or harassment for employees and is committed to reducing the risk or violence in the workplace.  The Project accepts that it may not be possible to prevent all incidents of violence at work but believe it is the responsibility of the Project to reduce the chances of it occurring and to minimise the consequences.

(Project’s Name) defines violence at work as any incident where an employee is threatened or assaulted in circumstances relating to their employment.  Violence can be:

· Verbal;

· Threat of assault; or

· Actual assault (including sexual assault)


(Project’s Name) aims to decrease the potential for such instances through the following procedures:

Finding out if there is a problem and how serious it is by:

· Identifying the hazards;

· Assessing the risks to health and/or safety;

· Including this in the Health and Safety Statement;

· Implementing appropriate safeguards;

· Providing appropriate training for employees.

Employees are required to report any violent incidents in the Accident Book.  This is a Book maintained by the Administration Section on which all accidents in the workplace, however minor, are recorded.  Serious accidents at work must also be notified to the Health and Safety Authority.

APPENDIX 5: STRESS IN THE WORKPLACE POLICY

(Project’s Name) is aware of the increasing health hazards associated with stress at work.  The Health and Safety Authority state that workplace stress arises when the demands on a person exceed the capacity to meet them. 

(Project’s Name) aims to decrease the potential for workplace stress through:

· Encouraging employees to recognize stress in themselves and others;

· Encouraging individuals to seek assistance in dealing with stress, as appropriate;

· Regular review of job descriptions to check for work overload; 

· Changing the Agency’s structures and systems, as deemed necessary; and

· Ensuring that supervision & support and employees’ development help alleviate stress levels.

APPENDIX 6: VISUAL DISPLAY UNITS POLICY

(Project’s Name) recognises its responsibility to ensure the implementation of the Safety, Health and Welfare at Work (General Applications) Regulations, 1993 regarding the safe operation of display screen equipment.  The regulations apply to any employee who habitually use display screen equipment to a significant degree during the course of their normal duties.

The Project shall be responsible for:

· Evaluating the health and safety conditions of workstations with particular reference to eyesight, physical difficulties and mental stress;

· Taking appropriate measures to rectify any risks and ensuring the comfort of employees;

· Providing training for employees in the use of workstations;

· Providing information about relevant health and safety factors;

· Ensuring that all employees have periodic breaks or a change of routine away from the display screen.

DISCLAIMER

Every effort has been made by Draiocht Limited, Framework Limited and Midlands Support Agency Limited to ensure that the information contained in this Staff Handbook is accurate and up to date.  This Staff Handbook is a sample document only and Draiocht Limited, Framework Limited and Midlands Support Agency Limited shall not be bound by errors or omissions nor for any use the information may be put and cannot accept liability in respect thereof.  Each Project should consider taking professional advice and in particular legal advice.  
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