SAMPLE INTERNAL POLICIES  FOR FRCs

________________________________________________________________

TERMS OF REFERENCE FOR STAFFING SUB-GROUPS

The following information outlines the Terms of Reference for the …………….. Staffing Sub-Group (SSG). 

1.
COMPOSITION OF STAFFING SUB-GROUP (SSG):


The SSG will  comprise of:

· No more than 3 members from the VBOM all of whom are Directors of the Company;
· The SSG will have a designated link person that the Manager can get in touch with in case of emergencies or deal with issues that require a quick response;
· The Project Co-ordinator (PLEASE NOTE: The Project Co-ordinator will not attend meetings where there are clear conflicts of interest);
· Current membership is:
__________________________________
· The current  Designated Link person is:______________________
2.  
CRITERIA FOR MEMBERSHIP:


The criteria for membership of the SSG will be as follows:

· Ability to build good working relationship with Manager and openness to learning new skills;
· Willingness to act as team, no one member should act on their own unless it is agreed by the Sub-Group;
· Agreement to act within the policies, procedures and principles established within the organisation;
· Ability to attend regular meetings and carry out the work of the SSG;
· All members of the SSG shall declare potential conflicts of interest in matters of employing new staff or dealing with specific issues arising from the meetings.
3.  
CHANGE OF MEMBERSHIP:


Membership of the group will be as follows:

· Membership of the of the SSG is based on a 2 year term with a maximum length of time comprising of no more that 2 terms;  

· If a member of the SSG is unable  to continue they should notify the group and the VBOM in writing;
· In the case of a member of the group not attending three consecutive meetings without prior notification or just cause, such membership will be deemed as lapsed and a replacement sought. The member in question shall be notified of their lapse of membership in writing;
4.  
NUMBER OF MEETINGS / CONVENING OF MEETINGS:


The Sub-group will delegate the role of convening the meetings to the 


Project Co-ordinator who will ensure that:

· General SSG meetings to be held on a 3 monthly basis or take place as necessary when there is a recruitment process or when an emergency situation arises;
· Meetings will be set for the year in advance;
· Support and supervision meeting for Co-ordinator to be held every month;
· Agendas are prepared;
· Minutes are kept of decisions only;
· The SSG can make decisions based on a minimum of two volunteers and the Project manager present;
· Reports will be  agreed and made to the VBOM by a voluntary member;
5.   
REPORTING PROCEDURES:


The SSG shall report to the VBOM on employment issues on a  quarterly 
basis. The VBOM will also be informed of any impending difficulty arising 
in relation to Grievance or Disciplinary issues and informed of outcomes of 
any procedures undertaken.

6.   
CONFIDENTIALITY:


Confidentiality of employment issues is paramount, particularly when staff 
and VBOM members are both living and working locally. It is therefore 
important that the SSG, whilst informing and being accountable to the 
VBOM for work undertaken, are sensitive as to what is fed back at a full 
meeting. Guidelines are as follows:

· Minutes of meetings will be decisions only and distributed at VBOM meetings on a quarterly basis along with a verbal report;
· Individual information on staff will be kept confidential and within the confines of the SSG;
· If a serious issue is emerging the SSG will inform members of the VBOM of the overall issue and strategy for managing it. Contact may need to be undertaken individually if there is not a meeting taking place. (This to prevent VBOM members hearing about difficulties outside of the confines of the Project).

7.  
REMIT AND ROLE OF  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 Project 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:
7.1
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

7.2
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. 

7.3
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

7.4
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.

7.5
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.

7.6
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 etc.


~ 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.

7.7
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.

7.8
Delegation:


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

7.9
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.

