SAMPLE INTERNAL POLICIES  FOR FRCs

________________________________________________________________

DIVISION OF ROLES AND RESPONSIBILITIES IN RELATION TO EMPLOYMENT

The document clarifies the role of the following people in relation to employment practice:

1.  The Voluntary Board of Management (VBOM)


2.  The Staffing Sub-Group


3.  The Project Manager


4.   Framework (RSA)

1.  
ROLE OF THE VBOM :


The Company Directors of the FRC are the legal employers of all staff 
including the Project Manager. The VBOM has the over all legal 
responsibility for managing the 
Projects employment  policies, practice 
and procedures.


The VBOM delegates the  responsibility for managing this area of work 
on a day to day basis to both the Staffing Sub-Group (SSG) and the 
Project Manager. 


Whilst the Directors delegate the role of dealing with employment issues 
to the Staffing Sub-group and the Project Manager they still 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 still responsible. Outlined below are additional 
areas in which the VBOM are responsible for:


1.1
Involvement in Appeals Procedures:


Should the need arise Directors may be required to play a role in relation 
to any appeals process outlined in the Staff Handbook under 
Grievance and Disciplinary Procedures.  

1.2
Approval of new posts being created / involvement in recruitment for 
new or existing posts:


The full VBOM have a role to play in: 

· Having final approval  in decisions relating to any new posts that may need to be created;
· Ratifying proposals brought by the Staffing Sub Group (SSG) to the Board in relation to candidates successful in being recommended for any new or existing posts.

1.3
Legal and financial implications:


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

1.4
All members of SSG to be Directors:


Ensuring all members of the SSG are Directors of the Company and it 
also has involvement of the Project Manager (except in cases where 
there is a conflict of interest).

1.5
Approval for participation of training:


Applications may come in from time to time from staff to participate in work 
related training. Anything under 300 euro can be decided by the Staffing 
sub-group. Anything over 300 euro will come to the full Board for 
discussion. This will be decided on an annual basis and be subject to 
funding.

1.6
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 the Project and ensuring these changes 
are incorporated into the Staffing Handbook

2.
ROLE OF THE STAFFING SUB-GROUP (SSG)


The overall role of the SSG in relation to employment issues is to, bring 
recommendations and relevant info to the Board,  work in partnership 
with and delegate the day to day operational management of 
employment 
issues to  the Project Manager. 


The SSG will ensure that the ……………. offers clear and fair terms 
and conditions to all staff. These will be reviewed on an ongoing basis and 
kept up to date with current legislation. Any major changes will be brought 
back to the VBOM for further discussion. The over all 
remit of the sub-
group is as follows:
2.1
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 the Project

2.2
Getting approval for changes to terms and conditions:


This may include any work with the Project Manager in developing any 
new job-descriptions, terms and conditions of employment and /  or staff 
policies and procedures. 

2.3
Involvement in disciplinary and grievance issues:


Involvement in, dealing with and managing the following: 

· Any disciplinary issues relating to the Project Manager position;
· Any grievance issues raised by the Project Manager;
· Any grievance issues raised by other staff in relation to the Project Manager if this cannot be resolved through procedures outlined in the Staffing Handbook;
· Should the need arise Directors can also be required to play a role in relation to any appeals 
process outlined in the Staffing Handbook under Grievance and Disciplinary Procedures.
2.4
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.

2.5
Participation in recruitment procedures:


Involvement in the short listing and recruitment of candidates for any new 
or existing positions where appropriate and required; and bringing 
recommended candidate to a full VBOM meeting for ratification prior to 
offering the position.

2.6
Involvement in support, supervision and annual appraisals:


The SSG will provide the following support  to staff:

· Carrying out regular support and supervision meetings as well as annual appraisals procedures for Project Manager. 

· Support and supervision meetings with the Manager will take place 2 weekly during probationary period and on a monthly basis after probationary period. Items to be raised in support and supervision meetings will relate to the following:


~ Progress of work / planning / setting targets and approving 
 
  
   actions

~ Developing communication and understanding of the work

~ Issues of conflict or difficulties arising

~ Identifying training needs



~ Management of workload and approval of Time in Lieu / holidays 



   and incremental pay increases / national wage agreements

~ Dealing with issues related to other staff

~ Giving positive or constructive feedback when required
· Participation in Annual appraisals of other core staff with Project Manager 
including, the Outreach / Development Worker, Administrator and any other relevant staff.

2.7
Involvement in staff applications for participation in training:

Involvement in  making decisions in relation to applications from individual 
staff for financial support to participate in work related training up to 300 
euro per annum and subject to available funding. Anything over this 
amount must come back to the VBOM for discussion and ratification.

2.8
Delegation:


Delegation of  responsibility to the Project Manager for the over all day to 
day management of staff and employment issues.

3.
ROLE OF THE PROJECT MANAGER:


The role of managing the organisation and dealing with staff and 
employment issues on a day to day basis is delegated to the Project 
Manager who will be expected to undertake the following work in relation 
to employment issues:

3.1
Accountability:


Advising, informing and reporting back to the SSG. Carrying out work as 
appropriate and delegated by the SSG.

3.2
Development of new policies:


Working in conjunction with the SSG 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.

3.3
Recruitment and induction of new staff:


Managing the recruitment and induction process  for new staff in 
conjunction with the SSG. For example, developing Job Descriptions, 
Person Specification sheets, managing recruitment process and induction 
of workers during probationary period.

3.4
Contracts:


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

3.5
Provision of support, supervision and annual appraisals:

 
The Project Manager 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). Staff support and supervision will consist of:


~ Progress of work, planning, setting targets and approving actions

~ Developing communication and understanding of the work

~ Issues of conflict or difficulties arising

~ Identifying training needs

~ Management of workload and approval of Time in Lieu, holidays 



   and incremental pay increases / national wage agreements etc.


~ Giving positive or constructive feedback when required

· Ensure that annual appraisals take place with key staff  in conjunction with a member of the SSG.

3.6
Involvement in staff applications for participation in training:

Involvement in bringing applications from individual staff to the staffing 
sub-group for financial support to participate in work related training up to 
300 euro per annum and subject to available funding. Anything over this 
amount must come back to the VBOM for discussion and ratification.

3.7
Overall team development:


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

3.8
Negotiating with staff:



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

3.9
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.

3.10
Grievance and disciplinary issues:


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

3.11
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 SSG is informed. 
The link person from the SSG is currently …………...

3.12
Convening meetings of the SSG:


The Project manager will be responsible for convening the meetings of the 
SSG ( See Staffing Sub-Group Terms of Reference Document)
