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INTRODUCTION

The information in this document is different to the Terms and Conditions document which outlines the rights and entitlements of workers. Instead the Staff development Policy focuses on how the ……………….. will work towards developing a good learning environment for staff that is empowering and  supportive in developing the staff teams individual and collective skills and abilities. 

The ………………. therefore recognises that the effectiveness of work carried out by the Centre is dependent on the competencies, performance and commitment of the staff team. The people who work in the ……………… make an invaluable contribution and are the organisations most important asset. This Staff Development Policy is an attempt to acknowledge and recognise  this contribution and outlines how the organisation will support the growth and development of people at both an individual level and as a team.

1. EQUAL OPPORTUNITIES POLICY

The aim of the 1998 Employment Equality Act is to promote equality in the workplace and to make further provision in relation to dealing with any incidents of harassment and discrimination in the workplace.

1.1
Overall policy: 

The VBOM of the ……………… recognises that in Irish society, certain groups and 
individuals are discriminated against and denied equality of opportunity. The VBOM 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.

The VBOM and its employees commit themselves to equality of     

 Opportunity, to eliminating all forms of discrimination and to make appropriate   

 provision for dealing with harassment and discrimination in the workplace.   

1.2     The aims of the Equal Opportunities Policy:


The aims of the Equal Opportunity are as follows:

· 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 management and other committees;
· To ensure that no person is treated less favorably than another on the nine grounds under the Equal Status Act which includes:

~ Gender; (male/female)

~ Marital status; (single, married, divorced or widowed

~ Family status; (parent, person in loco parentis of children or primary 

   carer of person needing continuous care)

~ Age; (employees between the age range of 18 – 65 years)

~ Sexual Orientation; (heterosexual, bisexual or homosexual)

~ Religious belief;

~ Disability; (very broadly defined under the act)

~ Race (refers to race, colour, nationality, ethnic or national origins;)

~ Membership of the Traveller Community 

· To prevent any form of discrimination, (i.e. less favourable treatment), whether direct or indirect against staff, prospective staff members, volunteers, members or prospective members of management and against project users/clients of any of our services;
· To ensure that the organisation fulfills all of its  legal obligations.

2. RECRUITMENT
The ……………….. aims to recruit people who will best meet the organisations objectives. The VBOM are committed to ensuring that recruitment procedures are consistent with equal opportunities legislation. This will ensure that there is no discrimination on the 9 grounds outlined in 1.2 above at any stage of the recruitment process or in the terms and conditions of employment offered to new employees. In the event of a new position arising within the organisation the following guidelines will be followed.
2.1
Designated roles and responsibilities  in relation to 
recruitment procedures:

The …………………… is committed to transparency and good practice in all its recruitment procedures. The designated roles and responsibilities in relation to recruitment are outlined as follows:

· The Staffing Sub-Group and Project Manager are responsible for identifying staffing needs. Where new positions come up the Staffing Sub-Group (where appropriate) will work in conjunction with the Regional Support Agency  to develop the following documents and bring recommendations to the VBOM for final approval as follows:


~ The proposed position being recommended outlining resource 



    implications


~ The proposed Job-Description, Advertisement and Person Specification 



    for position


~ Design application forms for process if required (these are also available 
   for Regional Support Agency) or it may be decided to use CVs only 
  
   along with letter of application.


~ Proposal for who will need to be on the Recruitment Panel

· The VBOM will have final approval of all of the above documents.

· The FSA will be informed of any new recruitment process and final agreement sought prior to advertising.

· The  Recruitment Panel will design and carry out the recruitment process through to the successful filling of the new position (see 2.5 below).

· The Regional Support Agency (where appropriate)  will participate / give advice on the development of new Job Descriptions / Person Specification Sheets / advertisements / Job Application Forms as well as have a designated place on the Recruitment Panel

2. 2 
Developing clarity on job requirements for new positions:

Identifying the requirements of the position for the recruitment process will be undertaken by the Staffing Sub-Group in conjunction with the Regional Support Agency (where appropriate). This  will carried out as follows:

· Review and up-dating of the Job Description, Person Specification Sheet and advertisement will be undertaken and passed by the VBOM prior to any recruitment process;

· Only characteristics essential to the performance of the job and related to the Job Description will be incorporated into a Person Specification Sheet which will outline the required qualifications, skills, knowledge / experience and personality for the position. Positions will not be classified by reference to any of the 9 grounds (as stated above);
· Design / develop Application Forms for position, ( these are also accessible from the Regional  Support Agency), or make decision to use CVs with letter of application.

2.3  
Advertising: 

Advertisements for new positions will be undertaken as follows:

· All positions will be advertised both internally and externally;  

· Any full-time positions will be advertised at a local and national level.  All other part-time positions will be advertised locally;
· It will be clear from the wording of the advertisements, that the positions are open to all suitably qualified candidates, regardless of gender, martial or family status, sexual orientation, religious belief, age, disability, race or membership of the Traveller community; 

· All vacancies will be fully circulated so as to ensure access to all suitable applicants.  This includes forwarding internal advertisements to employees on long-term leave which includes maternity leave and parental leave;  

· All advertisements will carry the statement that ‘the Project is an equal opportunities employer’ and will also include the NDP Logo and tagline “Transforming Ireland” which includes the wording Funded by the Irish Government under the National Development Plan, 2007 – 2013 and any other relevant funder’s logo.  

2.4  
Application Forms / CVs with letters of application:

The Staffing Sub-Group will also: 

· Develop a specific Application Form for the recruitment process. (Sample forms can also be obtained from the Regional  Support Agency); 

or

· Make the decision to seek CVs with a letter of application;
· All external candidates will be required to provide the names and addresses

      of two satisfactory referees in their application form or letter of application.

2.5  
Role of the designated Recruitment Panel:

The recruitment process will be managed and undertaken by a Recruitment Panel established and delegated by the VBOM to carry out the task of recruiting an appropriate person for the position. Where possible, gender balance will be implemented. The following people can be included in the Recruitment Panel depending on availability and the position being advertised:

· 1 or 2 members of the VBOM ( for example a member of the Staffing Sub-Group and / or the Chairperson);
· The Regional Support Agency;
· The Project Manager (where appropriate);
· An external person outside of the Project (where appropriate).
The role of the interview panel will be to:

· Manage the recruitment process and plan the interview structure;
· Assess the Applications or CVs of candidates and shortlist them for interview;
· Carry out the interview process;
· Make recommendations for who should be allocated the position to the VBOM and seek final approval;
· Check references and offer successful candidate / candidates the position.

Any discussions which take place regarding candidates at all stages of the 

recruitment process will remain confidential to the Recruitment Panel, only 

written information of decisions and reasons for decisions will go the VBOM.  

2.6  
Short listing candidates for interview:

The short listing will be undertaken in a fair and transparent manor involving the following:

· All applications or CVs for the position will be opened on an agreed date by the Interview Panel;
· The Interview Panel will use a clear marking system for short listing candidates and this can be obtained from the RSA and adapted by the Project if necessary; 

· The panel will assess candidates Application Forms and or CVs for the vacancy by matching details of the candidates to the requirements outlined in the Job Description and the Person Specification Sheet; 

· The Interview Panel will make  clear decisions as to why the candidate is recommended for interview.  Records of the short-listing process will be retained for a period of one year;
· Planning will also take place in relation to designing an appropriate 


interview process for the post available. For example, will presentations or group interviews be required, or specific tests in the case of Administrative workers.

2.7  
Notification of Interview:

Candidates will be given sufficient notice of the interview (minimum of  5 working 

days).  The Job Description, Person Specification Sheet and summarised 

information about the Project will be sent to each candidate.

Depending on the interview process agreed, the candidate will  also be informed if they are expected to do a presentation, a case study, group interviews or an IT skills test in the letter of notification. The candidate ill also be requested to confirm their attendance at the interview.   

2.8  
Interviews:

Interviews will be undertaken in a way that best highlights the candidates 

suitability for the position and as previously stated may incorporate group interviews,  presentations, case studies, IT skills test as well as  individual 

interviews and / or second interviews if required.

As the nature of the work within the Centre is complex it is important to be able to appoint people with the skills which can ensure that the tasks outlined in the job description are carried out in the best possible way.  

The interviewing process will be carried out in the following way:

· No assumptions will be made on any of the 9 grounds;
· Questions will relate to the requirements of the job as established in the Job Description and the Person Specification Sheet;
· Each Candidate will be asked the same questions;
· Candidates will be assessed at the end of the interview against the pre-defined criteria using the agreed clear marking system; 

· Interviewers will complete individual and overall assessment sheets for presentations and for the interview for each candidate.  An overall scoring methodology will be used in this process and recommendations will be based on this.

2.9  
Offering the candidates the position / checking references:

The Interview Panel will make recommendations to the VBOM as to who should be offered the position. There could be a first, second and third choice. Once recommendations have been approved, references will be checked and the position offered verbally.

All external candidates will be required to provide two satisfactory references prior to appointment.  References will be checked in accordance with the standard reference checking form attached to this document. Referees will not be contacted without the permission of the candidate to whom they relate.  
Once accepted verbally a letter will be sent to the candidate and, on receipt of their reply, the person will be officially deemed to have accepted the position offered.

Other candidates will then be written to with regard to the position being filled and to thank them for their time in attending the process.

2.10  Keeping records:

Records of the interview process including questions asked, interview notes and interview assessments sheets for each candidate will be kept for one year. 

3. Reference Check Questionaire

Candidate:

________________________________________

Checked By:

________________________________________

Job Title:

________________________________________

Date:


________________________________________

Referee

Name:


________________________________________

Company:

________________________________________

	Length of Service


	

	Reasons for Leaving 


	

	Attendance Record


	

	Efficiency Record 


	

	Any Disciplinary Action


	

	Any reasons not to employ


	

	Would you re-employ


	

	Any additional comments


	


4. INDUCTION

Once the recruitment process is completed the ………………. is committed 

to ensuring new workers receive the support and information they require to 

assist them to carry out their responsibilities. All new employees will have an induction period at the commencement of their employment. The duration and content of this will vary according to the needs of the employee and the position. It would be crucial that the induction period is experienced as positive and empowering. This is outlined in more detail below. 

4.1
The first week:


The first week will be spent with person who has direct responsibility for 

The employees supervision. Information on this first week will include:

· Background and values of the Project;
· Background to the FRC Programme;
· Operational environment in which the employee will be working;
· Discussion and explanation of the position and what it entails;
· Information in relation to the different areas of work;
· Administrative procedures, terms and conditions, health and safety, contract and support and supervision policy etc..

4.2
Reading up of background information:


Time will be provided to each worker to read relevant written materials and come 

back with further questions and concerns.

4.2
Meeting colleagues:


Meetings will also be arranged with other team members as appropriate and 

when possible. 

4.3
Meeting with other agencies:

Arrangements will be made for workers to meet with relevant  agencies and other 

organisations within the locality.

4.4
Regular support and supervision:

New workers and their designated supervisor will meet on a two weekly basis  in 

the first ……. months and monthly whilst in the probationary period. Once the 

probationary period has been completed supervision will take place every four to 

six weeks.
5. PROBATIONARY PERIOD

The ………………..  will confirm the offer of a long term contract with workers on the successful completion of a probationary period. It is the responsibility of the Staffing Sub-Group or Manager to manage this process with new employees. The probationary period provides ample time for workers to become comfortable and competent in the position and for both the new worker and direct supervisor to be able to develop a solid and trusting working relationship. Throughout this time the Project is committed to ensuring that each employee understands  and is  familiar with demands of the post and that there is full discussion with the employee regarding any problems or difficulties that may arise. Probationary procedures are as follows:

5.1
Probationary period:

For any full-time or part-time position there will be a probationary period of 6 

months, with an appraisal at 3 and 6 months. 

5.2
Support / supervision and appraisals:

The 3 and 6 monthly  appraisals will be undertaken by the Staffing Sub-Group (if the new worker is the Manager) or by the Manager and a member of the Staffing Sub-Group (if another worker eg: Development Worker or Administrator etc.). 

Appraisals will be based on information gathered through regular support and supervision sessions.  

Should the supervisor have concerns with regard to the workers performance this 

will have been  flagged as openly and as honestly as possible within the support 

and supervision sessions and appraisal meetings. Where there is a difficulty 

the six month probationary period may be extend  for a further 3 months to 

ensure that the worker will be given appropriate support to find ways in 

which to make changes required.

5.3
End of probationary period:

Normally the final  appraisal will take place at 6 months. However, if extended it 

will take place at  9 months. If at this stage there is a decision to offer a long term 

contract yet there are still some concerns with regard to the employees suitability  

for the position, this will be written into the employees records along with a 

strategy for change. Reviews of this will take place through regular supervision 

sessions. 

5.4
Feedback to the Project:

During the period of probation the …………………… is also open to hearing 

concerns and struggles from the workers perspective and will be open to discuss 

issues that may require the  to make changes.

5.5
Ending the contract during the probationary period:

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

Act, 1973.

6. RETIREMENT POLICY

The normal age of retirement is 65 years, the ………………. 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 the Project  may consider desirable.

7. SUPPORT AND SUPERVISION POLICY 
& STRUCTURES

See Sample Support, Supervision and Appraisal Policies and Procedures Document

8. TRAINING AND CAREER DEVELOPMENT
The ………………….. is committed (where possible and where funding is available) to providing internal and external training opportunities for staff. 

This section of the Staff Development Policy is intended to clarify criteria and procedures for staff wishing to participate in training that will enhance their skills and competency in the work.

8.1 
Identification of training needs

External training needs may be identified using existing support and supervision structures. 

Internal training opportunities will be identified by the Manager in consultation with the Staff Team.

8.2 
Individual external training

When a staff person has identified an external training opportunity he/she should in the first instance bring this to the attention of their supervisor.  If the training is agreed as meeting the criteria for training i.e. 

Leading to enhanced job performance, or significantly contributing to relevant personal / professional development……

then the staff person can apply in writing to their direct supervisor who will bring it to the Staffing Sub-Group and /or VBOM (dependant of cost and time frame). 

Approval will be based on availability of funding, suitability of the training to the current position and Job description as well as current workload responsibilities.

8.3
Study leave

Staff may seek study leave for completion of study, preparation for examinations, time to attend courses and / or participation in examinations.  

Time will be given for attendance and participate in the relevant training course.

The total time available for study leave on top of leave to participate in the course will be up to ………………. Leave will be agreed in advance with the direct supervisor. 

Staff will be expected to be employed in ………………….. for a period of at least one year before they will be considered for training that requires a high level of time commitment outside of the organisation (e.g. full or part-time courses).

8.4
Reporting and accountability

Where the ………………… provides financial assistance and / or time off for a course, the employee will be required to give periodic reports on his / her progress.

The employee will also be expected to stay for a minimum period of 2 years in the employment of the Project on completion of the training. Where this does not happen the employee will be expected to re-emburse the Project any fees payed out.

Where a course is undertaken with financial assistance from the Project and  is abandoned before completion for reasons appearing to be inadequate and insufficient, the Project will also require that  funding allocated to the employee to complete the training be reimbursed.

8.5
Training records

A training record will be kept on file for each staff person that completes internal or external training.

9. CRITERIA FOR STAFF TRAINING  APPLICATIONS
INFORMATION REGARDING CRITERIA

Applications from staff for support to participate in a short term training course costing no more than …………….. euro can be made to the appropriate line manager and will be dependant on the level of funding available. 

Applications for support to participate in longer term training costing more than ……………… euro will be made by the Staffing Sub-group. Applications for above this amount will go to the full VBOM to decide.

Applications for support to participate in training that will take longer than one year to complete will be dealt with on a year by year basis. Each subsequent year will need to be applied for separately.

The deadline for applications to participate in longer term training starting in September will be the end of May and decisions will be made by the end of June.

The deadline for applications to participate in longer term training starting in January will be the end of September and decisions will be made by the end of October.

Priority will be given to applications sent in within the given deadline. However, applications outside of these deadlines may also be considered.

Requests or applications to participate in short-term or long term training will be reviewed on a case by case basis and criteria for approval will be based on the following guidelines:

· Availability of funding for staff participation in training / educational opportunities;

· Time off required;
· Cost of training;
· Previous support from the organisation for training;

· Leads to an enhancement of Framework as set out in the aims and values;

· Is valid, directly relates to the individuals area of work and will enhance their performance in carrying out this work;

· Increases the skill or knowledge base of the individual and organisation leading to an increased ability to support the Projects;

· Provides the opportunity for staff that do  not already possess basic qualifications for their area of work to gain a suitable qualification and significantly contribute to their relevant personal and professional development;

· Is accredited by a recognised body or institution, or recognised within the sector as being valid;

· Length of service.

10. APPLICATION FORM

PART  A - GENERAL  DETAILS

NAME:
______________________________________________________________________

DATE OF APPLICATION:  _______________________________________________________

JOB TITLE:  __________________________________________________________________



DATE YOU COMMENCED 

EMPLOYMENT:  ______________________________________________________________

NAME OF COURSE:  ___________________________________________________________




QUALIFICATION ON COMPLETION:  ______________________________________________

DATE OF COMMENCEMENT OF COURSE:  ________________________________________ 

DURATION OF COURSE:  _______________________________________________________

PART  B  - SUPPORT BEING APPLIED FOR

	OVER ALL SUPPORT REQUIRED



	
	Fees
	Expenses
	Time required for attendance
	Study Leave
	TOTAL

	Cost per annum
	
	
	
	
	

	Number of days per annum
	
	
	
	
	


	BREAK DOWN  OF EXPENSES FOR LENGTH OF TIME OF COURSE



	Travel
	Meals
	Over nights
	Other

	
	
	
	


PART C - PARTICIPATION IN OTHER TRAINING
	PLEASE GIVE DETAILS OF OTHER EXTERNAL TRAINING YOU HAVE UNDERTAKEN WITH THE SUPPORT FROM THE ORGANISATION



	Name of course
	Status
	Qualification
	Venue

	
	Completed 
	On-going
	Not completed
	
	

	
	
	
	
	
	

	
	
	
	
	
	


B). Please give details of any internal training  in which you have participated since joining the organisation:

PART D - IMPACT ON ORGANISATION

Please outline how you think that your participation in this course will benefit both the organisation and the work that you undertake.

Signed_________________________________________  

Date__________________________________________

10. TRAINING RECORD FOR  EMPLOYEES

Name: __________________________________________________________

Role within the organisation:________________________________________

Date commencing employment:_____________________________________

	PARTICIPATION IN INTERNAL TRAINING:



	Describe the training provided


	
	Date training started
	Date training completed

	Number of days or time required for participation
	

	Cost of training for Framework
	

	Describe the benefits of participating


	


	SUPPORT FROM THE ORGANISATION TO PARTICIPATE IN 


EXTERNAL TRAINING




	Describe the training you participated in
	
	Date training commenced
	Date training completed

	Qualifications as a result of participation 
	

	Financial support received from the orgainsiation to participate
	Fees


	Travel
	Subsistence
	Other

	Time required for participation
	Time off to participate in training


	Time off for study

	Description of the benefits of participation
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