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SECTION- COMPANYNFORMATION

1.1. Welcome

This Employee Handbook is designed to help you to familigriggself with Roscommon County Childcare
Committee CLG [ROSCOMMON CCC] and our company policies. In it we set out to give you the key details of your
employment relationshiphighlightingthe important issues. The Handbowlkll be an essentiakeferencefor you in
answering many of the questions which may arise throughout your employment with the Company.

On behalf of the company we would like to thank all staff for their continued work as part of what we consider to
be a very client centred focused company that respects the rights of every child.

TheHandbook:

v Setsout mainterms, benefits andconditionsof employment(in additionto job-role specificdetailsassetout in
your employment contract).

v Explainghe working arrangements which ensutteat we meet our individual and collective responsibilities

v Actsasa guideto the HRpoliciesand practiceswhich existin the interest of fairness,safety, security,good
working relationships between Employer and Employees and in the interests of good HR practice.

v" For the purposes of this handbook childcare provider relates to all Early Childhood Care & Education Services,
Childminders and Parent & Toddler groups that we support within our sector.

This employedandbookcontainsour companies’ policies andporoceduresandis not specificto any oneemployee.
No Employee Handbook can anticipate every circumstance or quesiidith the passage of time, business
requirements may result in the need to consider new plans or to modify existing plans and policies.

Thecompanyreservethe right to includeadditionalpoliciesasrequiredandamendexistingones.

In all suchinstancesvherethesechangesare of acontractualnature,the Companywill fully inform and consultwith
their employees through the appropriate channel or by communicating directly with the individual employee.

This handbook & dated 01/10/2025and all associated ROSCOMMON CCC policies supersedes all others you may
have received from ROSCOMMON CCC.

We hope that this handbookwill be usefulto you. If you have any queriesor seekclarificationrelating to any
individual matter, which the Handbook is not intended to deal with, please contact your immediate line manager.

We are pleased that you have chosen to join ROSCOMMON CCC. We hope you will enjoy your association with us
and find personal satisfaction in your work.

Kindregards,

SeanCrehanChairperson &oardof DirectorsRoscommoiCCC &inéad Mc QuailMlanager/County
Childcare Coordinatam behalf of Roscommon County Childcare Committee CLG
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1.2 TheCompany

OrganisatiorDetails

CompanyName RoscommorCountyChildcareCommitteeCLG
Address KnockRoad CastlereaCo.Roscommon.

Tel 0949622540

Email info@Roscommorthildcare.ie

Website http://www.Roscommonchildcare.ie
CompanyRegistratiorNo: 360103

Primary Contact for Employees Sinéad McQuaid, Manager

Email: sinead.mcquaid@roscommonchildcare.ie
Telephone: 09496 2254@®mr 0866039606

Aboutus

RoscommorCountyChildcareaCommitteeCLGROSCOMMORCCis oneof 30City & County Childcare Committee’s
nation-wide andis part of the GovernmentdNationalChildcarePolicyto facilitatethe co-ordination of childcareat a
local level and national level through the prioritising of funding and the development of quality services.

Roscommor€CQRole

Therole of RoscommorCCGsto:

(a) Actas thelocalagentof the Departmentof Children, EqualityDisability Integrationand Youth(DCEDIi the
coordination and delivery of the national early education and childcare programmes and the implementation of
Government policy at a local level in County Roscommon

(b) Facilitateand supportthe developmentof quality, accessiblearlylearningand careand schoolagechildcare
services for the overall benefit of children and their parents.

(c) Providesupportandguidanceto localserviceprovidersandparentsin relation to the childcareprogrammes,
and support quality in keeping with national frameworks and policy objectives.

(d) Facilitatethe development ofEarlyLearningand Careand SchoolAgeChildcaren a strategicand coordinated
manner

(e)Provideinformation and support to parentis relation tothe provision ofearlylearningandcareand school
age childcare services within County Roscommon.

TheROSCOMMORCGs comprisedof representativef the key stakeholders withithe early childhoodcareand
education sectoin County Roscommon and provides@ordinated approach as requested by the Department of
Children, Equality, Disability, Integration and Youth (DCEDIY) to the planning and development of quality childcare
services which are affordable and accessible to all children in County Roscomnwis dthieved through the
provision of support to parents, students, new and existing childcare services, parent and toddler groups and to
childminders caring for children in the home setting. ROBBION CCCs remit includes providing training,
mentoring and support in the national frameworks, the national child protection welfare programme, supporting
the sustainability of services and human resource management and governance. ROSCOMMON CCCrédso suppo
community of practice networks, eordinating the delivery of quality accredited and naacredited training, the
provision of an information and resource service offering local, national and international material further
supporting business and pedagjcal leadership within the earfygar’s sector.

ROSCOMMON C®&Ccurrently funded by the Department of Children, Equality, Disability, Integration and Youth
(DCEDIY). The funding is administered through Pobal.
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1.3 TheBoard& StaffingStructure

The ROSCOMMON CCC Board of Directors/Trustees/Mon Executive members act as the strategic management
groupfor our CountyChildcareaCommittee. TheLocallmplementationPlan(LIP)andthe annualStatementof Work

(SOW) is supported by ROSCOMMON CCC County Coordinator/Manager who is responsible for overall
management and overseeing the dyday operational running of the organisation to ensure the efficiency with

which it carries out its dago-day businessThere are three Sub Committees (1) Governance, Monitoring,
Remuneration, Finance & Audit (GMRFA) Sub Committee (2) Project Evaluation Sub Committee (PESC) ( 3) Health
& Safety Works Committee

The staff team consist of a County Childcare Coordinator/Manager, Administrator, Childcare Development
Officers,ChildmindingDevelopmentOfficerand Operational/ClericabupportAssistantStudentPlacementsre
supported in line with annual work plans.

Funding l Funders: Department

Administrator: of Children, Equality,
Pobal Disability, integration
& Youth (DCEDIY)

Roscommon County Childcare Committee CLG Board
of Directors/trustees/non-executive members
-~ . -
» > v
Health & Project Evaluation
Governance, Monitoring,
' Safety Sub Sub ngncmrt(ce I Remuneration, Finance & Audit
et (GMRFA) Sub Committee
-

committ ee‘
County Childcare

-

I Local Agencies

Co-ordinator/Manager
Strategic, Project, Team & Operational
Management
‘ = - - -
h v, v - a
Parents Childcare Childminding
Development Development Opcfsa‘t;ona:( Sllencal Administrator x1
‘ Team (CDO) x2 Officer x1 PPO!

Childcare
Providers

1.4 MissionStatement

Themissionof RoscommorCountyChildcareaCommitteeis to develop,supportand enhancea wide rangeof high

quality, inclusive, integrated, accessible and affordable childhood care and education services responsive to the
rights and needs of children and provide supporptrents/guardians/families. We recognise the role of Quality

Early Childhood Care and Education in Strengthening Families, Communities and Society in County Roscommon.
The Board will support management in overall governance in line with the Governance Code

Wewill work in partnershipto achievepositivechangewith our partners,providersandkeystakeholderavhile
coordinating the implementation of National Childcare Policy at local level on behalf of the Department of
Children and Youth Affairs.

1.5 OurEthos
+ To be child and youth friendly in all its policies and actions
+ Topromoteanintegrated,responsiveserviceto children,youngpeopleandtheir familiesfrom birth, whichhas
at its core the wellbeing and welfare of the child and treats all persons as equals
<+ To have a commitment to high quality, flexible and lochHged services
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+ Tofacilitatethe developmentof childcareservicesasapartnershipbetweenchildren,parents,the community,
providers and statutory agencies.

4+ To operate in an efficient and effective manner

+ Tosupport,maintainand continuouslyimprovea culture of learningand professionatlevelopmentamongthe
staff of Roscommon County Childcare Committee CLG

1.6 JoiningOur Organisation

PERSONAL INFORMATION

Our decision to offer you employment took into account the personal information you provided to us on the basis
that it was correct and completeln the event of such information proving to be untrue or misleading, we reserve
the right to terminate any employment contract offered.

1.7 PersonnelFiles

» ROSCOMMON CCC retains files for each employee recording salary, increments, annual leave, study leave,
maternity leave, parental leave, sick leave details, medical certificates, correspondence, records of appraisals,
disciplinaryor grievanceproceduresall leaverequestedand granted,travelandtime inlieu. Personnel fileand
records are stored in a locked cabinet in the Manager’s office and access is restricted to ROSCOMMON CCC
Manager.

~ Employeesreentitled to inspecttheir own personnelffilesuponreceiptof awritten requestto the relevantLine
Manager ofROSCOMMON CCC. ROSCOMMON Cedediour to provide personnel files within 2 weeks of
the written request received.

Changen PersonalFiles

~ If any member of staff has any change in circumstances, whether work or personal, which would impact
upon the personal file, the member of staff must inform their line Manager and provide any relevant
information to the Manager as soon as possibldis includes any items that would have affected any
GardaVettingprocessjf suchprocesswould havetakenplacefollowingthe changen circumstances An
example of such a change in circumstances includes a conviction, whether suspended or not.

» Themanagementommitteereservethe right to determinewhethersuchchangen circumstancesffect
the continuation of the employment contraciThis will be implemented through the normal Disciplinary
Procedure and the principle of natural justice will be applied in all case

CHANGEBIPERSONADETAILS

You must notify us of any change of name, address, telephone number, etc., so that we can maintain accurate

informationon our recordsand makecontactwith youin anemergencyif necessaryoutsidenormalworkinghours.

~ PleaseadviseyourrelevantLineManagemromptly of anychangen personalcircumstance®.g.,marital status,
numberof dependantsaddresstelephonenumberetc.
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1.8 Recruitmentand SelectionPolicy

Recruitment and Human Resource management is the responsibility of the ROSCOMMON CCC Manager on behalf

of the boardof ROSCOMMORCCTheRecruitmentand Selectiorpolicyand proceduresof the ROSCOMMORCC

are in keeping with our Equal Opportunities and Child Safeguarding Policies.

~ Recruitmentandselectionof suitablyqualified staff will be madefrom the widestpossiblefield. All positionswill

be advertised internally and externally where appropriate.

Current staff may apply for a vacant position within the company and 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
mustnot be treated lessfavourablyon the groundsof gender,marital status,disability,sexualorientation, race,
colour, ethnic or national origin, age, political or religious beliefs.

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

~ A job description and person specification will be drawn up for each post to be filled, detailing the core
responsibilities, tasks, essential requirements and remuneration relating to the job. The ROSCOMMON CCC
Manager will undertake this task.

~ Not less than two people selected by the ROSCOMMGKE Manager will carry out short listing of candidates.
Decisionvill be baseduponthe agreedcriteriain the personspecificatiorandjob description.

~ The Interview panel will be selected by the ROSCOMMON CCC Manager and will cormmidess than two
people and seek to have gender balance where possible.

~ The interviewpanelwill completea marking sheet for each candidateline with ROSCOMMOBLC Molicies.

» The Interview panel decision wile communicated to the Board by the ROSCOMMON CCC MarayalHR
follow up is the responsibility of the ROSCOMMON CCC Manager.

~ Accordingo bestpracticeawritten recordmustbe kept of the assessmentmadefor eachapplicantfor at least
six months after a letter is sent to an unsuccessful candida@tee written record for the successful candidate
will be retained in the recruitment file relating to that post.

~ All posts offered will be subject to references, and vetting where appropriate, medical examination and submission
of a clean driving licence where applicable

» All employees/workerswill have written Terms and Conditionsof Employment,including information
on any probationary or trial period

v

Reference® GardaVetting Procedure
All postsoffered will be subjectto referencesandvettingwhereappropriate.Referencesvill be soughtin writing
and a follow uphone call to the nominated referee where appropriate.

Roscommon CCC will conduct Garda Vetting in respect of any person who is carrying out work or activity, a
necessary and regular part which consists mainly of the person having access to, or contact with, children or
vulnerablepersons.Not all RoscommorCC@mployees/workergsequire GardaVettingdueto the factthat the
position does not always meet the criteria outlined by the Garda Vetting Burédite position is one which

meets the criteria of ‘a necessary and regular part of which consists mainly of the personhavingaccesgo, or

contact with, children or vulnerable persons’ Garda Vetting will be applied for.

+ TheManagerof RoscommorCCGasthe nominatedLeadPersonresponsibldor submittingGardavetting
applications and ensuring compliance with all policies, procedures, and statutory requirements. Our
vetting procedures are in line with the National Vetting Bureau (Children and Vulnerable Persons) Acts
2012 to 2016

+ As part of the vetting procedure Roscommon CCC will verify the identity of applicants for whom our
organisation is seeking Garda Vetting in compliance with the National Vetting Bureau (Children &
VulnerablePersonsActs 20120 2016andretain documentsverifyingthe proof of ID (or for LeadPerson
only- provide original documents to the Barnardos’ Vetting Service)

+ Phonereferences are taken andwritten confirmation of the reference agreed with the refere@nce all
checks have been completed the selected candidate will be offered the position and a contract of
employment will be issued.

+ Successfutandidatesarerequiredto submitavalidationof their qualificationsand a copyof a photo id for
their HR file.

+ All information and notes from the process are kept on file for a minimum of 12 months.

+ Intheinterim of obtainingGardaVettingthe personrecruitedwill signa selfdeclarationform (seeappendix
3/Bright HR). The employee or volunteer can sign to say that they have not committed a crime or to give
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details of any crimes committed. It should be signed and dated with a member of management present.
This should also be kept on file. It should remain confidential and only used for purposes relating to their
recruitment. This form can be used with emplegéworkers, students and volunteers.

GardaVetting disclosuresnay affectthetermsandconditionsof your employmentndin certaincasesnayresult

in your dismissal All evidence and documentation from the Garda Siochana will be kept

New StarterDocumentation(EmployeeDetailsForm)
New employeesare required to submit the following documentation on the company’s employee details form
(management will supply this form for completion) to the Company on commencement:
+ Bankaccountdetails,
* Nextof Kinin caseof emergency
+ Copyof CarlnsuranceCompanyRenewalCertificate—
o confirmingRenewabf the Policy
o confirmingextensionto includeBusinesdJseincludingcarriageof passengers
Documents should be issued to the Manager on the first day of employment.
If for anyreason,youareunableto supplyanyof the aboveyou mustnotify your line manageimmediately.

1.9 Termsof Employment

Employees will be based at the company’s offices at Knock Road, Castlerea, Co. Roscommon or as designated by
RoscommorCountyChildcareCommitteeCLG. Themployeemaybe requiredor permitted to work in various
locations from time to time.

Employees may work from home only in exceptional circumstances, all such work must be approved
by the Manager(or Chairperson/Designate@ommitteememberin the caseof Manager)beforehand
(Also Refer to 13.12 Hybrid Working/Work Hours Policy)

~ Uponacceptingan offer of employmentfrom RoscommorCountyChildcareCommitteeCLGhe memberof staff
will receive a copy of the Terms of Employment. This sets out the conditions under which the member of staff
will be employed. The member sfaff will berequired to sign Zopies ofthe terms of employmenand return
to ROSCOMMON CCC within the specified time. S/he will keep a copy for his/her own reference. The terms of
employment will state that the ROSCOMMON CCC staff handbook forms part of the terms and conditions of
employment.

» ROSCOMMORCGwill provideterms of employmentfor all employeessubjectto funding

» RCCCompanydocumentationwill be uploadedon to https://app.brighthr.ie/documents

Employee documentation relevant to their individual employment will be uploaded on to the employees BrightHR

portal

ROSCOMMON CCC will provitens of employment for all employees subject to funding

v

Al

1.10PROBATIONARYERIOD

You join us on an initial probationary period of six months. This does not prejudice our right to dismiss in
accordancevith the notice provisionscontainedin your individualStatementof Main Termsof Employment(form

SMT), or without notice for reasons of gross misconduct, should this be necessary. During this period, your work
performance and general suitability will be assessed and, if it is satisfactory, your employment will continue.
However, if your work performance is not up to the required standard or you are considered to be generally
unsuitable, we may either take remedial action or terminate your employment, without recourse to the
disciplinary procedure. At the end of yopirobationary period, you will agaime assessed and, if satisfactoppu

will becomea memberof our regularstaff. If you havenot reachedthe required standardye mayterminateyour
employment.

If you are absent for work, for any reason or for any duration, and this absence impacts upon our ability to
adequately assess your performance or suitability or impacts upon our ability to conduct a review during your

probationaryperiod,then we reserve theright in situationsto suspendyour probationaryperiod until your return
to work or until we are able to conduct your probationary review.
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At any stage during your probationary period the Company reserves the right to address disciplinary misconduct
mattersthrough probationaryreviewassessmentaVereservethe right to bypassat our discretion,anystepin the
disciplinary process in view of your probationary status or to terminate your contract with notice.

Probation

» Confirmation ofall appointments will be subjedb satisfactory completion of a period of probation.

~ Duringthe period of probationthe terms ofemploymentcan beterminated by eitherparty in accordancevith
the provisions of the Minimum Notice and Terms of Employment Act, -1924

» During the probationary period, the Manager for all grathetow that level and ROSCOMMON CCC designated
person for thepost ofManager will ensur¢hat each employee is fullgssisted in understanding and becoming
familiarwith the demandsof his/herpost. Andthere will be the opportunity for full discussiorwith the employee
about any problems or difficulties.

» You will berequired to satisfactorilgompletea probationary periodf employment (as stated in your
contract). During the probationary period, employment may be terminated at the Company’s absolute
discretion.In suchcaseyouwill be entitled to 1 weeks’ notice, after the completion of 13 weeks service. The
company mayf it wishes paysalaryin lieu of noticeandrequirethat duringsuchnotice period you do not
carry out any duties or attend the workplace.

~ Duringthe probationaryperiod, your performancewill be evaluated,and you will be advisedof your progresslf
successfulthe companywill confirmthe cessatiorof the probationaryperiod. Duringthe probationaryperiod,
the provisions of the disciplinary procedure will not apply.

» TheCompanyeserveghe rightto extendthe probationaryperiod. In exceptionakircumstanceyour probation
can be extended for up to a further 6 months (up to a maximum of 12 months in total). During this time your
performance will be monitored and assessed, and you will be informed of your progress. At the end of the
probationperiod,youwill be informedby your line Managerwhetheryour probationhasbeensuccessfulWhile
every attempt will be made during this period to provide feedback on performance and relevant training, the
company reserves the right to terminate the contract during this period for any reason and for no reason.

~ TheManager(or the Chairperson/Designate@ommitteememberin the caseof Manager)will always notifythe
employee in writing of his/her completion of the period of probation.

1.11 Notification of changesn the employeesTermsof Employment

~ The employee wilbbe notified in writing no latethan one month of anghangen their terms of employment.
Thiswritten notificationwill includethe natureanddate of the change.

» This written notification does not applf/the change is asr@sult ofa changen legislation

1.12JOBDESCRIPTION

Youwill be providedwith ajob descriptionof the positionto whichyou havebeenappointedbut amendmentsamay

be madeto yourjob descriptionfrom time to time in relationto our changingheedsandyour own ability. It maybe

necessary for you to perform alternative duties within the business.

» Employees will be based at the company’s offices at Knock Road, Castlerea, Co. Roscommon or as designated by
Roscommon County Childcare Committee CLG. The employee may be required or permitted to work in various
locations from time to time.

~ Employeesnaywork from homeonlyin exceptionakircumstancesall suchwork mustbe approvedby Manager
(or Chairperson/Designate@ommitteememberin the caseof Manager)eforehand.(Referalsoto 13.12Hybrid
Working/Work Hours Policy)

~ The person appointed shall perform the duties determinedRYSCOMMON CG@E€ set out in their Terms of
Employmentand draft JoDescription receivedt time of appointment.Jobdescriptionsare a work inprogress
and will be reviewed/revised periodically to take account of ongoing change within the organisation. The
employee will be notified in writing no later than one monthasfy changen theirterms ofemployment. This
written notification will includethe natureanddate of the change Thiswritten notification doesnot applyif the
change is as a result of a change in legislation.

JobDescriptionReview

Well definedjob descriptionsandwork plans carhelp ensurethat job responsibilitiesare clearly outlinedfor every
employee. As part of the annual appraisal process, a review of job description and work plans will take place as
required. However, subject to programme requirements and business needs, job descriptions and work plans may
be reviewed and updated by management at etlstages during the year.
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1.13INDUCTION
RoscommorCCavean InductionProgrammaen placefor newemployeesand/or new directors/boardnembers.

As part of the Induction Programme all individuals are furnished with the Roscommon CCC Child Safeguarding
Procedure and Code of Behaviour, including information on child safeguarding roles within Roscommon CCC. Our
company Health & Safety Statemteand procedures will also be explained to new employees.

Atthe start of youremploymentwith RoscommorCCGouarerequiredto completeaninductionprogrammeduring
whichall our policiesandprocedureqincludingHealthand Safetyand ChildSafeguardingtatementandassociated
policies) will be [explained/outlined] to younformation relating to these will be given to you at the induction OR

an induction process will be issued to you.

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

+ The purpose of the induction is to help the new employees/workers settle into the position as soon as
possible 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. (see
Appendix 11)
+ Informationprovidedin a comprehensivénduction Procedurewill include:

+ Structures of the Company and line management

» Nameandcontactdetailsof the namedperson forour child safeguarding
procedures (Roscommon CCC Manager)

+ Nameandcontactdetailsof the Designated.iaisonPerson(DLP)

+« Nameandcontactdetailsof the DeputyDesignated.iaisorPersonDDLP)

e A copy of ROSCOMMON CCC's child safeguarding procedures and Code of
Behaviour

» Instructionto completethe TuslaAlwaysChildrenFirsteLearning®rogramme

+ Date to attend the NCSP Always Children First Foundation Level Programme

+ Opportunityto discussandraiseanyquestionsrelatingto our child safeguarding
procedures with the DLP.

+ Health& SafetyStatement

» EmployeeHandbook& CompanyPolicies Procedures

+ Company Systems & Passwords

1.14QUALIFICATIONS

Due to legislative requirements, it is a condition of your employment that you have the necessary qualifications in
orderto performyour duties.In orderto satisfy our legislativebligations the Companyill require youto provide
evidence that these qualifications have been attained within two weeks of commencing employment. A failure to
complywith this requestmayleadthe Companyto considertakingdisciplinaryactionup to andincludingdismissal.

1.15EMPLOYEERRAINING. DEVELOPMENNEEDS
ROSCOMMO®~CGecogniseghe valueof trainingand continuingprofessionablevelopmentopportunitiesfor staff
that are intended either to lead to enhanced job performancesignificantly contribute to relevant professional
development in line with staff roles and core responsibilities as outlined in job descriptions. These opportunities may
be provided within the company or outside the company where relevant to individwf sbles. At the
commencement of your employment, you will receive training for your specific job, and as your employment
progresses your skills may be extended to encompass new job activities within the your role in the busimess.
training needsshout be raised with the ManageMWe may offer the following types of trainirvghere such needs
are identified:

s EducationaAssistance

e Onthe-ob

¢ Crosslraining

e  SkillsTraining

» RefreshefTraining
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Identification of Training& DevelopmentNeeds

Training and development activity will be based on identified training needs and priorities, which are relevant to
organisationatequirements Whilefundingmay be availablefor stafftrainingit isthe ROSCOMMON~NC/anagers
responsibilityto identify andprioritise any fundingfor continuingprofessionablevelopmentfor all companystaff. It

is the responsibility of individual employees and their Manager to agree the training needed to fulfil their role and
carryout their dutiesasoutlinedin their job description.Onceagreeda continuingprofessionatlevelopmentservice

level agreement must be signed by the employmdore they are released for training by Roscommon CCC. (See
appendix 14/Bright HR).

Identificationof trainingneedsmaytake placeasthe needarisesdueto national/localdevelopmentsin astructured
manner through supervision sessions or during the annual performance appraisal process.

1.16Internal Trainingand Development

ROSCOMMOGCCGCecogniseshe needto providefor staff developmentopportunitieswithin the company Internal

training opportunities will be planned by the Manager (or the Chairperson/Designated Committee member in the
case of the Manager) on an annual basis in consultation with staff according to their needs and the needs of
ROSCOMMON CCC.

Managementwill developa successiomplanaspart of their ongoinggovernanceandleadershiprole.

1.17 Mandatory Training

In certain instances, employees will be required to undertake and attend mandatory training sessions that are
relevantto their role, in areas suclashealthandsafety, childorotection,etc. Allemployeesarerequiredto co-
operate with mandatory training requirements.

1.18 TRAININRAGREEMENT

TheCompanyhasa policy of encouragingts employeedo undertaketrainingin orderto further their careerwithin

the Company. This may include assisting with costs of the trainitdpwever, in the event of termination of
employment, for whatever reason, the Company will seek reimbursement of the costs in line with the Training
Agreement.Further details are available separately.

1.19PERFORMANGEANAGEMENANDREVIEW
Ourpolicy isto monitor yourwork performance on aontinuous basiso thatwe can maximisgour strengths and
help you to overcome any possible weaknesses.

ROSCOMMON Ce&tognises its responsibilities to ensure that all employees have access to regular supervision
and support for their work. Standard Operating Procedures (SOP) will be available in areas of work deemed necessary
to provide further guidance and support tte$f in meeting their performance targets and (KPIs) within the annual
SOWI/LIP (available in BrightHR company documbtifs://app.brighthr.ie/document3. Support & Supervision
meetings will be planned in advance by the relevant Line Manafige©SCOMMON CCC and all stafhailenotice

of plannedmeetings.Theremayalsobe a needto hold additionalsupportmeetingsoutsideof these planneddates

with staff. It is the staff member’s responsibility to come to meetings fully prepared with all
documentationandfilesin up-to-date orderfor signoff by relevantline Manager It isimportantto note that support

and supervision also takes place informally each day with your relevant line Manager as required.

Support& Supervision

All staff will participate,where possiblejn supervisiorandsupportasfollows:

O Staffteammeetingsare heldasrequired

O Oneto-onesupportmeetingswhenrequired

O Onsitementoringandsupportfrom both managemenandwork colleagues

0 Supervisiommeetingsto be heldasrequiredandidentified by the line Manager
Purposeof supervisioomeetings

Thethree majorpurposesof supervisiorare:

1) Toestablishthe accountabilityof staffto the organisationthroughthe planningandevaluationof their work.
2) To promote each member of staff’s development as a professional

3) Tosupportstaffin the prioritisation of their work
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Functionsof supervision

TheROSCOMMORCGubscribego the followingasFunctionsof Supervision:

O The Managing Function

Themanagindgunction takesin the accountabilityof staff, goalsetting, planningobjectives mentoring,monitoring
and evaluating their work along with the supervision.

O The Teaching Function

Theeducativefunctionis aresponseo the needof team membersfor knowledgeand skillsto completethe job at
hand; in line with their relevant roles and responsibilities as part otthepany’s multidisciplinary team.

O The Supportive Function

Thesupportivefunctionis recognitionof the stressfulnature of work andthe needto reducestresseghat can
interfere with the effectiveness of the team.

Q The Mediation Function

Themediationfunction actsasavehicleto assistcommunicatiorbetweenthe organisationandthe teammember
and from individual to the organisation.

There is also a responsibility on staff to follow up on their own particular needs and utilise those who have the
expertisewhetherwithin or outside ofthe Service. This can also Aehievedthrough staffmeetingsandanyother
particular arrangements, which may need to be put in pla€#D may not be relevant to a particular role, in
whichcase ROSCOMMORNCGwvill only fundCPDwhererelevantto the role, and agreedby the Board, inline with
priorities laid out by the Department.

Supervisio®bjectives

Thesupervisiorobjectiveswithin ROSCOMMO®ECGre

1) Toensurethat the operationof the Servicds consistentwith the purposeandobjectivesof the service.

2) Toensurethat workersareclear,individuallyandcollectively abouttheir rolesandresponsibilities

3) Todevelopa suitableclimateandsatisfactoryconditionsfor practicewhich promote quality of service

4) Toreducestresseghat arelikelyto impaireffectiveservicedelivery.

5) To assistprofessionaldevelopmentin terms of, developingand improving basic skills and increasingand
developing knowledge required for best practice; in line with individuals’ roles and responsibilities within the
company.

6) Toreviewandplanwork practiceconductedby workers.

7) To actively listen and offer the workers suppartiich may not always be CPD or monetary contribution from
the company towards CPD.

8) Todiscussieedsandprovisionof resourceghat mayenhancework practice.

Structureof Supervision

Preparationand/or email

Theagendais emailedout or uploaded viaBrightHRand/or other companywork applications/and/oremail from
the relevant line Manager with an opportunity for staff to add to the agenda before the session commences.

Setting

Q Asuitableroomwith comfortablefurnishingsandlighting.
Q No interruptions

O Mobile phone(skswitchedoff.

QO Appropriate time of day

Frequency

O Individual supervision will occur as required and identified byliteeManager

0 If, dueto workroles,thereisaneedfor morefrequentsupervisionthe supervisowill acknowledgendrespond
to this needwhereverpossible.Thisis particularlyrelevantin the eventof a crisisor significantincident,sothat the
staff involved are aware that the necessary support is available to them.

0 A set date for the next supervision sesswill beagreed before the end a&fupervision.

QO Supervision can beostponed ifeither party isoff work due to annualsick orcompassionate leave. thiere is a
need for cancellation it may be necessary to notify the other party as soon as possible.
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Recording

O Thesupervisolisresponsiblefor recordingthe topicsdiscussedandthe actionsagreedby both parties. Thiswill

be kept brief and to the point, and, preferably, must be signed by both parties at the end of the seaienre a
member of staff does not want to sign the record, this should be noted and the record should be signed by the
supervisor.

O The recorded documents will be stored in a personal file in Managers office and can only be viewed by the
supervisor and supervisee.

Confidentiality

Confidentiality will be maintained at all times unless issues are raised that need to be taken beyond the
supervisiorsetting,suchissuesnclude;professionamalpractice official complaintsor situationswhereeither
staff or clients may be endangered.

Contentof supervision

Supervisiowill beginwith areviewof the previoussessioro seeif the issueshavebeenaddressedand dealt with
by both parties.Topics that may be covered include:

Practical issues within the service.

Specifidifficultiesor concernsrelatingto work practice.

Health and safety issues.

Trainingneedsandareasrequiringdevelopment.

The promotion and enhancement of teamwork

Thefinal section of the supervisionwill involve planningfor the next sessionand clarifyingthe tasksto be
undertaken by both parties before the agreed date.

Supervisions anexperiencen whichthe superviseeandiscusghe feelingsthat ariseasa resultof his/herwork
practice; however, it should not be viewed as a counselling or therapeutic sessildmoundaries must be
respected by both partiesThe Employee Assistance Programme is available, as per the Staff Handbook, to deal
with any other issues.

oooo0ooo

TheSupervisor

Supervisiorshouldbe productive;it isimportant that the supervisoiis confidentabouthis/her ability to offer a
beneficial service to the supervisee. In order to promote such confidence, it is necessary that:

The supervisor receives training in supervision

The supervisor themselves receives regular supervisicanamgoing basis

Thesupervisothasan acceptablevorkloadthat allowshim/her to devoteacceptabldime to supervision

The supervisor has access to case files, plans and recording

The supervisor can seek supervision for specialist advice as appropriate
Thesupervisorfeelssupportedin his/herrole andcanthereforediscussssuedn aconstructivemanneranddeal
with them positively during supervision

o0oo0o0O0oO

TheSupervisee

Toensurethat the superviseeachievesmaximumbenefitsfrom supervisiornit isimportantthat:

O The supervisor receives regular supervision

O The supervisee is actively listenedaiod encouraged teontribute to the session

O Thesupervisedsawarethat supervisiorisatwo-wayfunctionthat requirescommitmentand participationfrom
both parties involved

O The supervisee has a manageable workload

0 The supervisee has permission to discuss his/her feelings

0 The supervisee feels able to give and accept constructive feedback

Manager
Inthe caseof the Manager the supervisory rolevill be carriedout as partof the PerformanceReviewfunction, by
the Chairperson of the ROSCOMMON CCC.

Conclusion
A key role of management is to create and maintain the right conditions for staff to carry out their work.

Supervisions important to the motivation of staff. Staffneedto feelinvolvedin reviewingandplanningtheir work
and will be most committed to goals which they have set or have had a say in setting. Working towards a result
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andachievingt helps buildstaff confidencein their skillsandapproachesas wellas creatingan openapproachto
dealing with difficulties that arise.

Note: Support& Supervisioncantake place dailythrough one-to-one support/ mentoringand by management
having an operdoor policy where staff can drop in to discuss an issue or difficulty with their area of work as
required.

1.20 Performancelssues

Where issues around performance, attendance or behavior, arise in the normal course of employees carrying out
their duties, such issues will normally be dealt with informally at first and will be raised during regular work
monitoringand supervisionmeetings,or asthe issuesoccur. Employeewill be informed about standardsrequired

and given an opportunity to rectify any concerns raised.

However whereissuesarisethat arein the first instancedeemedto be more serious the formal disciplinaryprocess

may be invoked.

1.21 Annual AppraisalSystem
In addition, to regular work monitoring meetings, an Annual Appraisal Meeting will be held each year, to facilitate
an overall look at the previous 12 months as well as to look ahead to the following 12 months.

TheAnnualAppraisaMeetingis atwo-way processat whichemployeeswill havethe opportunity to raiseanyissues
whichrelateto their job andfuture job developmentaswellashavinganopportunity to receivefeedbackon overall
performance.

All employees are required to participate in the company performance management cycle and contribute to the
appraisal process in advance of their scheduled meeting (see appendix 27/ BrightHR app). After the meeting, the
completedAppraisaMeeting form is then signedoff by employee& manageranda copyreceivedby the employee

and placed on their personnel file.

Providingsupervisiorandsupportto workershelpsto maintainbestpracticeandthe safeguardingf children.
Supervision provides a regular, structured opportunity to discuss work, provide support, review practice and
progress and plan for future personal development.

1.21 JOBFLEXIBILITY

It isan expresgonditionof employmentthat youare prepared,whenevernecessaryto transferto any alternative
departments or duties either on a temporary or permanent basis within our business. This flexibility is essential as
the type and volume of work @slways subject to change, and it allows us to operate efficiaartly gain maximum
potential from our work force

1.22MOBILITY

Althoughyouareusuallyemployedat oneparticularsite, it isa conditionof youremploymentthat youare prepared,
whenever applicable, to travel to and work at any other of our sites and/or the premises/residences of our
clients/customersither on atemporaryor permanentbasis. Thismobility is essentiato the smoothrunningof our
business.

SECTION 2 Salaries& Wages

PayPolicy

~ Each job in the organisation shall be graded.

~ Each employeshall be placed on theslevant salary scalas prescribed bthe company. Acopy ofthe current
salary scale will be given to each employee.

~ Generally, new members of staff are appointed on the first point of the salary scale for their post. However,
additionalincrementsmaybe awardedfor additionalqualificationsand/or experiencaunlessotherwisespecified
by the board of ROSCOMMON CCC.

~ Employeesvho are promotedwithin the organisatiorare placedon the first point of the newsalaryscale unless
this is lower than their current salary, in which case they will be placed on the next available point. Similarly,
when a staff member’s job is re-graded becausef changes in thgob s/hewill be placedat the first point of the

17

CompanyConfidential- Roscommomounwmm@m@mﬂ)loyedﬁamboows Dated:01/10/2025



new salary scale, unless this is lower than his/her current salary, in which case s/he will be placed on the next
available point.

» ROSCOMMORCQvill award pay increasessapprovedby the boardandanyincreasesre subjectto funding.
Increments may be awarded annually on the anniversary of the date on which the employee commenced
employmentwithin the organisatiorandsubjectto satisfactoryannualperformanceappraisaluntil s/he reaches
the top of the scale. Deferral of increments will only occur where adequate administration funding is not
availablethe annualappraisaisnot satisfactoryor wherethereisdisciplinaryactionongoingwith the employee.

In such cases the Committee will infotire employee othis decision in additiorio discussing the matter with

the employee givingthe reasonswhy it hasbeendeferred. Employeewill have the right to appeal thedeferral

where it is a disciplinary measure, and to be represented as stated in ROSCOMMON CCC Code of Practice for
Grievance and Disciplinary Procedures.

2.1 Payment

» Salary deductions are itemisazh a pay slip which are available electronically via Brightpay. These include
statutory deductions such as Income Tax and PRSI (Pay Related Social Insurance) contributions are deducted
automatically from your salary/wages/pay. Other optional deductionhsuas pension/savings/other
contributions can also be deducted. ROSCOMMON CCC also reserves the right teduakiens from salary,
sums which you may owe, including without limitations, any overpayments, payment due in respect of excess
holidays taken, lost time due to lateness, cost of training provided or cost of damage to property due to
negligence. Such dedtions will be notified to you at least 7 days in advance and you expressly consent to any
such deduction pursuant to The Payment of Wages A911Overpayments will be deducted at the rate and
frequency that the overpayment was made.

~ Youarerequiredto completeandsubmittimesheets aglirectedin order to ensurethat you receivethe correct
payment. Incorrectly completed, or late submission of, timesheets may result in incorrect or delayed payment
of wages.

~ Deliberate falsification of timesheets will be regarded as a disciplinary offence and may lead to your summary
dismissal.

~ Any pay queriesvhichyou may have should be raised with the Managether payroll administrator.

2.2 Overpayments
If you are overpaid for anyeason, the totabmount ofthe overpayment will normally be deductdcm your
next payment but if this would cause hardship, arrangements may be made for the overpayment to be
recovered over a longer period.
If there isachangen your circumstancesyou shouldspeakwith the localrevenueoffice.

2.3 IncomeContinuanceon UnpaidStatutory Leave
If the Company makes contributions to a Company/Private Health Insurance or Pension scheme as a part of
your employment, contributions may be affected during any period of unpaid statutory leave. You should
contact the Manager for further details of thelmme and of how you may be affected.

2.4 LATENESS/ABSENTEEISM

Employees reportingater than their official reportingtime will be consideredate and must report directly totheir

Managerbeforecommencingvork. Unauthorisedatenesssconsideredythe Companyto meanlatenesgor which

prior permission has not been sought or pagreed with your Manager. Persistent unauthorised lateness may

necessitate invoking the Disciplinary Procedure.

1)  You must attend for work punctually at the specified time(s) and you are required to comply strictly with any
time recording procedures relating to your area of work.

2) Allabsencesnustbe notified in accordancewith the sicknesseportingproceduredaid downin this Employee
Handbook.

3) If you arrivefor work more than one houlate without havingpreviouslynotified us, otherarrangements may
havebeenmadeto coveryourdutiesandyoumaybe sentoff the premisedor the remainderof the daywithout
pay.

4) Latenes®rabsencamnayresultin disciplinaryactionand/or lossof appropriatepayment.
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2.5 SHORTAGEFWORK/FINANCIADISRUPTION

Inthe eventthat the Companyis facedwith a shortageof work, or a period of financialdisruption,or is unableto
provide you with work for any other reason, then the Company may have no other choice then to temporarily
place you on reduced working hours, short time working;déyand/or implement a temporary pay reduction.

If you areplaced on a reduced working week, or short time working, your pay will be reduced accordimg to
actuallyworkedand, if applicablejn accordancevith any concurrenttemporarypayreduction.If youareplaced

on lay off, then no payments will be made to you. The Company will seek to provide you as much notice as is
reasonably practicable for any shortage of work or pay reduction. Any benefits accrued during such a period of
reduced working hours, shorinhe working or layoff will be on a praata basis.

The entirety of this section entitled “Shortage of Work / Financial Disruption” forms part of your contractual terms
and conditions. Wewould like staffto knowthis will only everbe necessaryn worst case scenarioandthe
company will always explore alternative means.

In every business there is a continual need to adapt and change to survive and remain competitive and thereby
provide security of employment. Ongoing-operation and implementing necessary changes are a condition of
continuedemployment.Requirementgo crosstrain and supportother areas/departmentsnayariseandflexibility

and your ceoperation is a requirement.

2.6 WORKING@IMEPOLICY

In accordance with the working time legislation, is committed to the welfare of its employees with regard to their
time spent at work. All employees, whether futime, parttime or fixed term are covered by the legislation. The
normalhoursof work are 9.30amto 5.00pmwith a halfhourlunchbreak. Employee®ngagecdn a part-time Terms

of Employment will have working hours specified in their Terms of Employmentirkelemployees are required

to work aminimumof a 35hour week. This does natcludetime taken offfor lunch, with a minimum ofialf hour

for lunch. ROSCOMMON CCC have a duty to ensure that the procedures in plad®imtoelae documentation of
hours worked, holidays, sick leave, time in lieu and other absences are in accordance with the Organisation of
Working Time Act, 1997. It requires that in thigsence of a ‘clocking-in’ facility the employer must record the days

and hoursworkedby eachstaff memberusingan OWT1 Formor similarOrganisatiorof Work Record. Avork time

record and reimbursement form is available from your line manager for this purpose.

Recordingof HoursWorked

Employees are required to complete an organisation of work record to be signed off on by their line Manager.
Staff should submit this monthly for sign off before salaries are due and staff should inform their line Manager
weeklyif there is TOllaccumulatedsothat this canbe managed RCC@iill managesystemdor recordingof work

as required including automated systems such as cloékirfgcilities and/or BrightHR.

In accordancaewvith this legislationall staff membersare requiredto keepan accuraterecordof their hoursworked

and will be provided with a timesheet for this purpose. This will be signed off by the employee’s Line Manager on a
week-by-weekbasis. It isimportant that this form isaccuratelyfilled out ashoursand/or wagedetailsmaybe taken

from these records.Therefore, you must remember to complete the form and have it counter signed by Line

Manager.Failingo do soor falsifyingrecordsisadisciplinaryoffencethat mayresultin summarydismissafollowing
recourse to the Company’s disciplinary procedure.

If you are unable to take a rest break in your job, you must notify your Line Manager in writing (within one week)
that you were unable to take this break.our Line Manager will look at the reasons why you were unable to take
your break and atnyhealthandsafety issues that might dravearisen relatingo youand yourjob. If you do not
notify your LineManagerwithin oneweekyou will forfeit that break.If after investigationyou are offeredthe break
andrefuse,youareat fault andthe Companys not obligedto offer youafurther restbreak. However we do ensure
employee’s rest breaks are taken. ROSCOMMON CCC promotes flexitime i.e., start and finisithtimé hour of
normalworkinghoursandmustbe arrangedat all timesin advancewith the relevantline managernf ROSCOMMON
CCCAIll employees must comply with the company’s Health & Safety Statement,
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Daily Break Period All employees must take a break of at least 15 minutes if working more than four and a half
hoursor abreakof at least30 minutesif workingmorethan sixhours. (Thismaybe inclusiveof the initial 15-minute
break).

DailyRestPeriod- Employeesffectedby this legislationmusttake a rest period of 11 consecutivehoursin each24

hour period.

WeeklyRestPeriods- Allemployeesmusttakearestperiodof at least24 consecutivehoursin eachperiod of seven

days.

Theentitlementisto oneor other restperiod, not both.

EmployeeCanteen/ResFacilities

Lunch/Break facilities are available for staff use in conference rddaiff will provide their own sundries and
tea/coffee/milk asrequiredon apersonabasis.Tea/coffeemakingfacilitiesandwater islocatedconvenientto your
working area. It is the responsibility of all staff to maintain a clean working environment. Staff should keep this

communalareaandtheir workplacetidy, not only for reasonsof safety,but to ensurethat companydocumentsare
not left lying about.

Allemployeeanustcomply withthe company’s Health & Safety Statement

2.7 Claims/Incidents/Accidents/Acceptind.iability

Allour companypoliciescontainconditionsregardingthe notification of claims.It isimportant that all accidents
and incidents thatould leadto a claimarereported to us immediately. Failure to comply with claims reporting
procedures may prejudice your entitlement to indemnity under your policies.

Liability should never be admitted for accidents involving Third Parties or employees. Solicitors’ letters, PIAB
Documentswrits, summonsor other documentson behalfof Third Partiesor employeesshouldbe forwardedto
us, so that they can be dealt with on your behalf by Insurers.

If youhavean accidentduringthe courseof yourwork, you shouldnotify yourline managerassoonaspossible.

SECTIOR SevereWeatherand Other TravelDisruption Policy

3.0AdverseWeatherPolicy

From time to time, extreme weather may seriously delay or prevent employees from attending work. Whilst the

companyexpectyouto makeall reasonableeffort to attend, there maybe someoccasionsvherethisisnot possible.

This may be due to road closures, poor road conditions or lack of public transport due to prevailing weather
conditions.

EmployeeOptions

During severe weather you have no automatic legal entitlement to remain at home on full or reduced pay. Where
this situation arises, you should telephone your line Manager directly to agree a plan of action. Staff have the
following options availablegnce agreed directly by telephone with your line Manager

0 If sufficient Toil has been accrued, you can opt to take TOIL

U0 Annual Leave if you are unable to attend work, you may choose to take this time as annual leave

U Unpaid Leavean alternative is to take time as unpaid leave. If you do this, your annual leave allowance
will remain unaltered.

U0 Working from homeThe Manager may, at their entire discretion, agree that you work from home where
travel to the workplace is unsafe or severely hindered. The Manager will take several factors into
consideration, including the nature of your role and aguipment required for your normal duties to be
carried out.

SECTIOM AuthorisedLeave/Timeoff from Work

4.1 Maternity Leave

~ All preghant femalemployees arentitled to take 26 weeks maternity leavelus anadditional 16weeks leave,
provided they give at least 4 weeks’ notice in writing of their intention to take both maternity leave and additional

maternity leave. There is no qualifying period or length of service required before staff are eligible to take
maternity leave.
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~ It is thepolicy of ROSCOMMON CCC not to pay employees normal salary payments during periods of maternity
leave. Employees who satisfy the relevant PRSI conditions will be eligible to claim Maternity Benefit from the
Department of Social Protection for a period of 26 weeks.
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~ At least 2 weeks must be taken before thaby is born and at leastwleeks afterwards.

~ Employees intending to take maternity leave must also submit a medical certificate confirming the pregnancy and
their expected date of confinement.

~ Notification must be given to the company as soon as possible after the confinement, but not less than four weeks
of the planned date of return to work.

~ During maternity and additional maternity leave, an employee will for all other purposes be deemed to be in
employment and employment rights with the exception of remuneration are protected as if present at work.

» Annual leave and public holidays will accrue as normal during periods of maternity leave and may be taken at the
end of the maternity leave periodEmployees will be required to ensure that any accrued leave is taken in line
with the Annual Leave Policy and the obligations placed on the Company to ensure that leave is taken by
employees each leave year.

Ante Natal Appointments& Classes

Employees are entitled to paid time off for medical appointments related toptilegnancy andwo weeks written

notice of date and time of appointmentsshould be givenin advanceto your Managerand uploadedto the
employee’s BrightHR portal. Where possible, employees should try and ensure that ante natal appointments are
scheduled outside working hours or at beginning or end of working day to help minimise disruption and ensure
business needs continue to be met.

An employee is also entitled to paid time off work to attend one set of antenatal classes (other than the last three
classes)An expectantfatheris alsoentitled to take paidtime off to attend the lasttwo antenatalclassedeforethe

birth (once only).

Breastfeeding

For up to 26 weeks after the birth, a breastfeeding mother is entitled to avail of facilities for breastfeeding,
without loss of pay, in the form of either a ondour break, where suitable facilities are available in the
workplaceor to the relevantreductionin workinghours. Thidgs a one hour breakwhich canbe takenin one60
minute break, two 30 minutes breaks or three 20 minute breaks.

4.2.ParentalLeave
~ Anemployeewhoisaparent(whethernaturalor adoptiveor actingin locoparentis)of achildunder12, provided
they meetthe requiredl yearscontinuousemployment,will be entitled to unpaidleavefor a period of eighteen
working weeks in a tthonth period to enable him or her to take care of the child. This entitlement will be
exclusiveof holidays,or time spenton maternity, adoptive leaveor sickleave.In the caseof multiple births, the
entitlement is 26 weeks in respect of each child. The leave must be taken before the child is eight years old (or
where a child has been adopted between the ages of six and eight, within two years of making the adoptive
order). The leave must be takém order to take care of the child, and any abuse of this can lead to the leave
being terminated.
» Thel8weeksmaybe takenasacontinuousblockor by agreement,n separateblocksof a minimumof 6 weeks
with 10weeksbetweenthe 2 periodsor by workingreducedhours. Whereboth parentsof achildareemployed
by, either parentmay, subject tothe consent offransferall oranypart of his orher parentalleaveto the other
parent, up to a maximum of 14 weeks.
~ Where the child has a disability or suffers with a ldegn iliness, parental leave can be taken until that child
reaches sixteen years, or the disability or serious illness ceases, whichever first occurs.
~ An employee with less than one year’s service but more than three months may be allowed a reduced leave
entitlement of one month’s leave per month of service, where the child concerned is approaching the upper age
limit.
~ Employees returning from parental leave are entitled to request a change in their working hours or working
patternsfor a setperiod of time. Therequestmustbe madein writing, signedby the employeeandno later than
6 weeksbeforethe commencemenbfthe proposedsetperiod. ROSCOMMOGCQCnustconsidersucharequest
but isnot requiredto grantit. Whenconsideringhe request,will haveregardto the needsof both the employee
and , and within 4 weeks of the request being made in writing will either:
- informthe employeein writing that the requesthasbeenrefused;or
— If the request is accepted, arrange for the employee and to sign an agreement confirming the proposed
changes, noting the date of commencement and duration of the changed working arrangements.
» Before such an agreement is signed, the employee may revoke their request by providing notice in writing of
their intention to revoke it.
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Assuminghat there is an entitlement, the Companymay postponethe leavefor up to sixmonthsnot lessthan four

weeks before the leave is due to start. Grounds for such a postponement include lack of cover and the fact that
other employees are already on parental leave. Normally only one postponement is allowed.

Priorto signingthe confirmationdocumentthe companyhasthe right to postponethe grantingof ParentalLeave

in the following circumstances:

If the grantingof it at certaintime wouldhavea substantiabdverseeffect on the operationof the business

because of seasonal variations in the volume of work,

Theunavailabilityof a personto carryout the dutiesof anemployee

Thenature of employeesn the employment,

Thenumberof employeeslreadyavailingof ParentalLeavethat fallswithin the period specifiedin the

application.

Anyother relevantmatters.
You will be consulted prior to the postponing of Parental Led\e Parental Leave can be postponed for at
most6 months. At least4 weeksbeforethe intendedcommencementate, youwill be informedin writing of
the postponement. Leave will not be pesined once the “Confirmation Document” has been signed unless

both you and ROSCOMMON CCC are in agreement with the postponement.
Termination of the leave will occur, if the leave is not used for the sole purpose of taking care of the child
concerned.If it is established that parental leave is being abused, it will be withdrawn by notice in writing
settingout the reasons whyhe leaveis beingterminated. Youmayalsobe subjectedto a disciplinaryprocess.

If it is established that you are not entitled to Parental Leave, it will be refused by means of a statement in
writing settingout the grounds forrefusingto grantthe leave.Whileyou are on ParentalLeave you shallretain
all employment rights other than the right to remuneration and pension benefits (if applicahfgjual Leave
entitlement will not be adjusted in respect of Parental Leave, and you will retain the entitlement to Public
Holidays which fall during a period of the Parental Leave, such holidays can be added on to the period of
Parental Leave or take paymisn lieu.
You shall also retain the right to return to work to the same position as previously held. Where it is not
reasonablypracticalto return to the job held prior to the commencemenbf ParentalLeaveyou will be offered
suitable alternative employment which will not be less favourable than your current contract of employment.
Anemployeethat fallsill while on parentalleaveandas aresultis unableto carefor the child maysuspendhe
parental leave for the duration of the illness following which period the parental leave commences. This
however is based on the forwarding of satisfactory medical evidence of the illness or condition to the
employee.
You are requested to give notification as early as possible but not less than six weeks in advance, to the
management of ROSCOMMON CCC of your intention to take Parental Leave (please request appropriate
requestform from management).You will be requested to furnish a copy of the child’s birth certificate along
with your applicationform for ParentalLeave.Andasfar asreasonablypracticalsetout the durationandthe
mannerin whichit is proposed tdakethe leave. Where possiblgrou willnot lessthan 4 weeksprior to your
commencement date be given confirmation of the leave by ROSCOMMON CCC management.
You may alse withdraw your notice to take Parental Leave prior to the “Confirmation Document” being signed.

4.3.Adoptive Leave.

r

If youhaveappliedto adoptachildandyou areanadoptingmother or soleadoptingfather, you havea statutory
entitlement of twenty-four (24)weeksadoptiveleavefrom the date of placementandan additionalsixteen(16)

weeks leave at the end of the twenfgur (24) week period.

To avail of the additional sixteen (16) week period, notification must be given, in writing, to the Company, no
later than four (4) weeks before he/she is expected to return to work at the end of the adoptive leave.

In the case of a foreign adoption, the additional leave may be taken prior to the placement Agtsn,
notification must be given, in writing, to the managementioé Company, no later than four (4) weeks before

the leave is due to begin.

In the case of Irish adoption, the employee must, no later than four (4) weeks after the date of placement, produce
a certificate of placementto their Manager. In the caseof a foreign adoption, a declarationof eligibility and
suitability must be produced as soon as is reasonably practicable.

Adopting parents are entitled to paid timaff to attend preparation classes and pagloption meetings with
social workers or Health Service Executives (HSE) required during thdgp#on process. To avail of this,
adopting parents must provide ROSCOMMON CCC of written documentation confirming the meeting/class
particulars at least one (1) week in advance of the intended event.
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~

”~

An employeewill maintainall of hisor her employmentrights while on leaveincludingthe entitlement to public

and annual holidaysHowever, employees will not be paid by the Company during Adoptive Leave.

An employee who is on adoptive leave may be entitled to Adoptive Benefit from the Department of Social
Community & Family Affairs for up to twenrfgur (24) weeks, from the placement date of the chilBayment

will be availablgf the employeehaspaidthe relevantPRStontributionsandprovidesa Certificateof Placement

in the case of Irish adoptions, or a Declaration of Eligibility and Suitability in the case of foreign adoptions.
Anadoptingparentmust providleROSCOMMORCGnanagementwith written notification of his/herintention

to return to work no later than four (4) weeks before the intended date of retwvhen adoptive leave ends,
anemployee wilbe entitledto return to his/herusualjob sofar asis reasonablypracticable. However |if this is

not possible, the employee will be offered suitable alternative work.

4.4Carerd_eave

Carerdeaveis availableto employeesvho have completed one year’s continuous service with the Company. Eligible
employees may avail of up to 104 weeks unpaid carers leave, to care for a relevant person who is deemed by the
Departmentof SociaProtectionto be in needof continualsupervisiorandfrequentassistanceéhroughoutthe day,

in connection with normal bodily functions or needs continual supervision in order to avoid danger to themselves.

-

Notice of Leave & Return to WorlAn employee who wishes to apply for carers leave must apply to the
Department of Social Protection for verification that the prospective care recipient is a relevant patsisn.
applicationmustbe madeeightweeksbeforeintendingto commencecarersleave. Theemployee employer,

care recipient and care recipient’s Doctor all have to complete parts of the claim form.

An employee must also notify their Manager in writing of their intention to take carers leave not later than six
weeks before the date they intend to commence leave, outlining intended dates for leave, and the manner in
they intend to take leave and confiation that they have applied to the Department of Social Protection.

In exceptional emergency situations, the employee must give as much notice as possible if it is not possible to
comply with this notice requirement.

At least 4 weeks’ notice of intention to return to work from carers leave must be given by an employee.
Carerd_eavemayonlybetakenfor onepersonat atime unlessrelevantrecipientslive together. Thischoicecan

only be exercised once.

LeaveArrangements- Theamountof leavethat maybe takenfor eachrelevantpersonis 104weeks andnay

be taken as a continuous block of 104 weeks or in shorter periods that add up to 104 whmksver, an

employee may be refused blocks of leave that are less than 13 weeks

If carersleave is brokenup, the employee will nobe entitled tocommence another periodf leavefor that

relevant person until at least six weeks has elapsed from a previous period of leave.

Payment& BenefitsduringLeave- An employee’s rights are generally protected while on carers leave with the
exception of pay and remuneration and benefits as followse Company does not pay employees or make
pension contributions during periods of carers leave but employees may be entitled to Carers Benefit on the
basis otheir PRSI record. Annual leaaed public holidays will accrder the first 13 weeks of carers leave as
normal during periods of parental leave. An employee is normally entitled to return to the job they held prior
to going on carers leave but in the event that this is not possible, a suitable alternative must be offered on
conditions not less favourable, if available.

Abuseof Leave- Carers leavés grantedstrictly forthe purposeof caringfor relevantpersonsin needof care

and any abuse of such leave granted may result in the leave been terminated

4.5PaternityLeave

Inline with the Paternity Leavand BenefitAct2016,new parents(other than the mother of the child)are entitled

to 2 weeks statutory paternity leave following the birth or adoption of a child on or after 1 September 2016. This
paternity leave can be started at any time within the first 6 months following the birth or adoption placement.

A

‘relevant parent” for the purposes of paternity leave entitlement includes:

Thefather of the child
Thespousegivil partner or cohabitantof the mother of the child
Theparentof adonor-conceivedchild

Inthe caseof anadoptedchild,the relevantparentincludes:

~

Thenominatedparentin the caseof amarriedsamesexcoupleor

Thespousecivil partneror cohabitantof the adoptingmother or solemaleadopter
The entitlement to 2 weeks’ paternity leave from employment extends to all employees regardless of how long
you havebeenworkingfor the organisationor the numberof hoursworkedper week.If morethan one childis
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born or adopted at the same time, tor example, twins, you are only entitled to a single period of 2 weeks’
paternityleave.

~ You can choose to take paternity leave at any time in the 26 weeks following the birth or adoption. You must
notify ROSCOMMOGICGn writing that you intendto take paternity leave and provide your intended dates no
later than 4 weeks beforeyourleave.Youwill be requiredto providea certificatefrom your spouseor partner's
doctor confirming when your baby is due, or confirmation of the baby’s actual date of birth if you apply for
leaveafter the birth has occurredin the caseof adoption,you mustproducea certificate ofplacementin
relation to the child.

~ ThePaternityLeaveandBenefitAct2016providesfor postponementof paternity leave.Forexamplef the birth
is later than expectedr if the dateof placement ofan adopted child is postponed, yooay postponehe date
of the leave. If you are sick before your paternity leave starts, you may postpone the paternity leave until you
recover.Youshouldnotify ROSCOMMORNCGn writing of this and provideevidenceof yourillness.If your baby
is hospitalised, you can ask your employer in writing if you can postpone all or part of your paternity leave.

~ Anemployeewill maintainall of his or her employmentrightswhile on leaveincludingthe entitlementto public
and annual holidaysHowever, employees will not be paid by the Company during Paternity Leave.

4.6 Parent’s Leave

Eachparentis entitled to 9 weeks ofleaveduringthe first two years ofa child'slife, orwithin two years othe
child's placement with the family in the case of adoption.

It is the policy of ROSCOMMON CCC not to pay employees normal salary payments during pesieds of
leave.Duringparent'sleave,youmaybe eligiblefor a paymentcalledParent'sBenefitlf youhaveenoughsocial
insurance (PRSI) contributions, you will receive Parent's Benefit while on parental leave.

Forachildborn or adoptedon or after Novemberl, 2019,eachparentis entitled to 9 weeksparentalleave.In the
caseof multiple births, such as twins or adopting two or mashkildrenat the sametime, theleaveperiod remains
the same.

You must notify your employer that you intend to tak@arent’s leave and of your intended dates no later thaé
weeksbeforeyour leave. You need your child’s PPS number to apply for Parent’s Benefit. RoscommorCCGlo
not provide any top up payment while on parent’s leave.

4.7 ForceMajeure Leave

In the context of the ParentalLeaveAct, 1998 ForceMajeure Leaverefersto suddeninjury or illnessaffectinga
member of an employee’s immediate family, making the employee’s presence to assist that family member
indispensable. In these circumstancesjployees are entitled to immediate paid leawp to a maximum of three
daysin any12-month period, notwithstandingtheir obligationsotherwiseundertheir termsof employment,subject
to amaximumof fivedays in goeriod 0f36 consecutivenonths.Aform to availof this leaveis requiredto be filled
out by ROSCOMMON CCC.

Thisapplieswhereillnessor injury occurringto;

- AChild

- Aspouseor personwith whomanemployeeis livingashusbandor wife

- Apersonto whomthe employeeisin locoparentisi.e. actingin a parentalcapacity

- Abrother or sisterof the employee

- Aparentor grandparentof the employee

Andthisrequiresthe immediateandindispensablg@resenceof youwhetherat homeor elsewhere.
ForceMajeureLeavecannotexceed 3 days any period ofl2 consecutivanonthsor 5days in any period &6
consecutivenonths.Partdayabsences ofrorceMajeureLeaveareregardedasone dayfor the purposesof the
maximumnumberof daysone can take. Shoulgbu decideto take ForceMajeureLeave you mustompletethe
Company “Force Majeure Leave” form immediately on your return to work confirming that he/she has taken such
leaveandthe reasonfor it.

4.8.JuryService

Employees arentitled to take timeoff work forjury service, but imust be approved iadvancebhy ROSCOMMON

CCC Manager and not interfere with work priorities. An employee will be granted paid leave to attend jury service
subject to funding.

4.9 WitnessDuty

Whereyouarerequiredto attend asa witness,no paymentshallbe madeby the Company.
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4.10 Compassionatd_eave

Where the death of an immediate family member occurs, the company penpit® a maximum of three days
permitted absence. (Immediate family includes parents, spouse, children, brother, or sister). The Company
appreciates that every circumstance differs and will always endeavour to accommodate staff members.

4.11 DomesticViolencelLeave
Introduction
TheWork Life Balance and Miscellaneous Provisions Act 2023 (“the Act”) was enacted on 4 April 2023, Section
7 of the Act introduces Domestic Violence lea¥ée entitlement to domestic violence leave of 5 paid days in a
12-month period came into operation on #MNovember 2023.
Definitions
Domesticviolenceis defined under the Act asviolenceor threat of violence,includingsexualviolenceand acts
of coercivecontrol committed againstyou, the employee,or a relevantpersonin relation to an you.
The domestic violence may have been committed-by:
« A spouse or civil partner of yours or relevant person.
+ Acohabitantof yoursor relevantperson.
+ Apersonwho is or wasin an intimate relationshipwith yourselfor relevantperson;or
* An adult child of yours or relevant person.
The categoriesof relevant personin relation to you, who you may take domesticviolenceleaveto supportare:
« Your child (including an adopted child) or dependent.
¢ Your spouse or civil partner.
* A cohabitant of yours; or
+ Apersonwith whom you are in an intimate relationship.

Takingdomestic violence leave
You are entitled to take up to 5 days paid domestic violence leave in ampfth period. The leave cannot be
takenin periodsof lessthan one day. Thepurposeof the leaveis to assistyou or the relevant person: -
+ Relocate or to seeinedical attention.
e Obtain counselling.
¢ Obtain victims services.
e Obtain a court order.
¢ Seeklegalassistancer assistancdrom An GardaSiochana.
You must tell your line manager as soon as possible that you need to take domestic violence leave, but no notice period
is required as the need to take domestic violence may not be foresee#bi@mediately on your return towork, you
must confirm in writing to your line manager/HR the date of commencement and duration of the ledvuds
confirmation should be signed by you. No statement of facts in relation to the leave is required. Your line manager/HR
will acknowledge the confirmation but may not requéstther information regarding the facts surrounding the taking
of the leave.
Rateof Pay
Youare entitled to be paid your normalrate of pay while on statutory domesticleave.
Records
RoscommonCCQOnust keep recordsof all domesticleavetaken by employeeswhich we are required to hold for a
period of 3 years.
Confidentiality
We respect your privacy andill treat any information you share inonnectionwith this policy with respect anth the
strictest confidence Please do not hesitate to talk to your line manager and/or a colleague should you have a concern,
and we will do everythingwe canto provide youwith the information and support you need.
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4.12 Doctors/Dentist/Hospital Appointments
Staff should, if at all possible, make appointments outside of normal working hdfistaff need to make an
appointment during working hours they must take Annual Leave if they have no TOIL.

4.13TIMEOFANLIEUTOIL)

Your Line Manager must approve any request for time off in lieu to be worked and/or when it is to be taken.
staff are required to keep an accurate record of their hours worked and will be provided with a timesheet for this
purpose. Time off in lieu must be recorded in the Timesheet.

From time to time, employees may be required to work additional or different hours to their standard working
pattern, to deal with business needs or to cover annual and sick leave.

» ROSCOMMORNCGIoesnot operatea paid overtime policyand TOILwill only begranted,in respectof time
workedoutsidestandardworkingpatternsthat wasapprovedvia Brighthrin advanceby an employee'dine
Manager.

~ To claim time off in lieu (TOIL) staff must inform the Manager (or the Chairperson/Designated Committee
memberin the caseof the Manager)within aweekof working overtimeandtake accumulatedime off within
2 weeks of overtime being worked.

~ Subjecto advanceagreementwith the Manager(or the Chairperson/Designate@ommitteememberin the case
of Manager) time off in lieu (TOIL) must be approved in advance via Brighthr of working up TOIL, documented
and isgrantedto coverperiodsof excessivevertimenormally between 6 andOpmto a maximumof 14 hours
per fortnight and must be taken within 2 working weeks and no carry over allowed.

~ If an employee is required to work unsocial hours (between 6 and 10pm or at any time on Saturdays, Sundays, or
public holidays) on a regular basis or to any substantial extent, the employee will be so informed and the unsocial
hours form part of their overallweekly hours of work. If staff is working nights, they do not attend work the
following morning or shouldarrangetheir working day to coincidewith their night hoursto be worked. Staff
should always keep their line Manager informed in advance and agree their working heorthat adequate
cover is provided at all times in the office and to ensure TOIL is approved.

~ TOIL incurred when attending continuing professional training and requested by your line Managiebe
approved in advance and cover in place if applicable

4.14HolidayEntitlement& Conditions

~ Yourannualholidayentitlementis shownin yourindividualStatementof Main Termsof Employment.
Before making leave arrangements staff are required to give one months’ notice to their line Manager
andobtainthe approvalof their line Managerthrough Brighthr.

~ TheManagermustinformthe Chairpersoror CompanySecretaryor DesignatedCommitteemember
when s/he is taking leave.

» Theleaveyearrunsfrom 15t Januaryto 315 DecemberTheentitlement for any oneyearmustbetaken
before the 3% December.

~ In the interestof StaffHealth & Safety all staffre obligedto taketwo consecutive weeks during thesar.
ROSCOMMON C@eommend that theséwo consecutiveveeks betakenduringthe months ofJuly and
August.

~ Staff should use up their full annual entitlement each year. Gawer of statutory leave from one annual
leave to another is not allowedVe do not give payment in lieu of holidays.

~ Employeegoiningthe organisationafter the beginningof the leaveyearare grantedleavepro rata in their
first year of employment.

~ Annual leave cannot be directly preceded by sick leave without a retsmork period. Annual leave
cannot be granted in place of sick leave.

~ Youarerequiredto reserveup to three daysof your annualentitlement to take duringthe Christmas/New
Year period.If you have not accrued sufficient holiday entitlement to cover this penod, will be given
unpaid leave of absence.

~ In the event of the termination of your employment any holidays accrued but not taken in the current
holiday year will be paid for. However, in the event of you having taken holidays which have not been
accrued prerata in the holiday year, then the approate payments will be deducted from your firsglary.

~ Holidaysmust be requested through Brighthr in advance. The company will try to accommodate holiday
dates, but the needs of the organisation may have to take precedence in terms of timing to coincide with
busytimes of the sector, particularlywhere inadequatenotice is given. We will allocateagreedholiday
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dateson a"first come- first served"basisto ensurethat operationalefficiencyand minimumstaffinglevels
are maintained throughout the year

~ If you have any unallocated annual leave days remaining by June each year, which is the midway point of
the leave year, the Company will require you to provide notice, within two weeks of when you intend to
takeyourremainingleaveentitlement. Failureto do sowill resultin the Companyallocatingthesedaysfor
you, and you will be given one month’s notice of any such assigned leave.

» Please note that Good Friday is not a public holiday in Ireléfngbu wish to have this day off, it must be
requested as annual leave.

» Annualleavecannotbe grantedin placeof sickleave.

» TheCompanyeserveshe right to refuseannualleaverequestswherethe Companys unableto facilitate
such a request. This extends to cases where you have requested at least two unbroken weeks of leave
having worked more than eight months of the leave year.

Thecompanyreservethe right to refuseaholidayrequest.

4.15PublicHolidays
Your entitlement to public holidays is shown in your individual Statement of Main Terms of Employmetimé&-ull
employees automatically qualify for all Public Holiday Entitlements as pedtganisatiorof Working TimeAct which
isapaidday'sleaveonthat day.Part Time/Casuaémployeesmusthaveworkedat least40 hoursin the 5 weeksending
on the day before the public holiday to qualify for the public holiday benefit. Payment for public holidays will be
calculated in line with the Organisation of Vting Time Act.

Thereareten publicholidaysin Irelandeachyearasfollows:
- NewYear'sDay(1%t January)

St Brigid’s Day (first Monday in February, except where St Brigid’s day 1st Februaryhappengo

fall on a Friday in whichcasethat Friday1® Februarywill be a publicholiday

St.Patrick'sDay(17" March)

EasteMonday

FirstMondayin May, June August

LastMondayin October

ChristmadDay(25" December)

St.Stephen'Day(26" December)
Good Friday is not a public holida¥/hile some schools and businesses close on that day, you have no automatic
entitlement to time off work on that dayAt times employees may be required to work on public holidays.

4.16 Part TimeEmployees
Parttime employees who qualify for public holiday entitlements under the Organisation of Working Time Act
legislation(thosehavingworked at leastforty (40) hoursin the five (5) weeksprecedingthe publicholiday)shallbe
entitled to receive a public holiday allowance, in one of the following ways:
» Apaiddayoff onthe day,in respectof a publicholidayin whichhe or shewould normallyhavebeenscheduled
to work;
+ An additional ondifth (1/5) of normal weekly pay inespect ofa public holiday for which sh& shewould not
have been scheduled to work; or
» Anextradayspayif they work on the publicholiday
You should ask your line management/emplatdeast 21 days before a public holiday, which of the alternatives
will apply.

4.17 SickLeave& SickPayScheme
Thecompanysickpaypolicy isin line with current statutory provision.Existingemployeesvhosecontractual
arrangements differ remain valid.

Statutory SickPay

Anychangego statutory sickpayentitiementswill be communicatedandintroducedaccordingly.

To avail of Statutory Sick Pay (see below) a medical certificate from a qualified doctor must be submitted to your
line manageon theFirstday of your absencestating the nature of the absence, its likely duration andhoe
expecteddate of return to work. Asper the Organisatiorof WorkingTimeAct,absencehroughillness cannot be

paid as annual leave.
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For employees who have not completed successful probation and don’t have 12 months service, sick pay willpe

paid in linewith statutory sickpay in anyone calendaryear,i.e. Januaryto DecemberYou may alsbe entitled to
StatutorySickPay (SSH)you are absentfrom work dueto sicknes®r injury providedyoumeetthe criteriain the
SSHegislation.If you wish to avaibf the SSPyou must providehe Company with anedicalcertificate fromyour

doctor on the third day of absence.

Statutorysickpayis paidat arate of 70%of your salary, subjectto adaily Y EA YdzY 2F € mmn

These days may occur on separate occasions or in one period of absence depending on the nature of your iliness.
Please note a medical certificate is requiedthe first dayof sick leave in order to qualify for payment. After your
statutory number of days in the relevant calendar year is exhausted, you may claim lliness benefit from the
Department of Social Protection. Following any sick leave period of 3 consecutive dagsical certificate is
required on a weekly basis.

AnEmployeéAssistancé&rogrammaes availableto all staff

CompanySickPayScheme

The company sick/injury pay scheme is in place which, on successful completion of probation with 12 months’
service providespaymentduringperiodsof certificatedsicknes®f up to four weeksin anyonecalendaryeari.e.
Januaryto December.In the event ofillness,Roscommon CCC will providpto four weeks full pay for futime
staff. The sick pay scheme entitlements will be on a pro rata basis for part time employees.

Theemployeemustmakethe appropriateclaimfor state benefitand provide tothe company evidencef the daily
rate/amount of benefit being received which will be deducted from sick scheme payment or alternatively arrange
for direct payment of social welfare entitlement to the company which will be off set against full salary payments
to the employee.

If sickleavearisesfrom anaccidentthat did not occuron Committeepremisesand subsequentlythe employee
makes a clainfor compensation, Roscommon County Childcare Committee should be included as a named
beneficiary for the cost of salary less any social welfare payments paid during the absence.

Theuncertifiedsickleaveentitiementsarepro ratafor parttime employees.

Incapacityfor Work:
~ In the event of absence due to illness, you must contact the ROSCOMMOMNa@&ger or designated person
directly by9.45amon the first day ofillnessat the latestand eachday thereafterunless medically certifiesick,
so that she/he can r@rganise work as appropriate. Annual leave cannot be granted in place of sick leave.
~ When contacting ROSCOMMON CCC to advise of illness, you are required to report youdiindgdo the
ROSCOMMON CCC Manager or designated person in the case of the MabBagdoyees must not leave
messages at reception or voicemail or notify absences via text messages. If your line Manager is unavailable, then
ask another senior member of staff to pass on your message to the relevant line manager.
~ Acertificatefrom a qualified medicalpractitioner mustbe furnishedto the ROSCOMMORC®ffice fromthe
3 day of absence and on a weekly basis thereafter.
Absence from work on Friday and the following Monday also requires a doctor’s certificate.
TOIL and/or Annual Leave may notused to sign off on an absendeae to sickness.
Sick leave cannot be directly followed by annual leave without a retasimork period.
Each period o8 days or more is coverdsy a medical certificate and thappropriate claim fosickness benefit
is submittedto the Departmentof Social ProtectionExistingemployeesvhosecontractualarrangementdiffer
regarding sick pay remain valid and they should furnish proof of payments from Department of Social
Protectionregarding daily/weeklyliness benefit to their relevant line manager in order that calculation for
payment can be processed by Roscommon CCC.
~ If the number of sick day’s absence without medical certificate in any period of 12 months, reckoning
backwards fronthe date of the latest absence, exceeds the statutory tdted,excesswill be deducted from
the annualleaveallowancefor the currentyear. Theessentiafeaturesof a medicalcertificate mayincludeall
of the following:

Y Y Y Y

28

CompanyConfidential- Roscommomounwmm@m@ﬂtﬂ)loyedﬁamboows Dated:01/10/2025



1. Nameandaddressof the doctor

2. Nameandaddressof the patient

3. Statement that the patient is, or was, under the doctor’s care.

4. Theopinionof the doctor that the patientis incapacitateddueto iliness/accident

5. Thenatureof the illness

6. Theexpectedduration of incapacity;

7. Thedateof issue

8. Most important, it should have the doctor’s signature and not only a rubber stamp — whereadoctorwill not

signthere needsto be anauthorisedpracticestamp;

« Disciplinaryprocedureswill follow wherea pattern of short-spellabsencess recordedor wherethereisa
pattern of sick days, i.e. Mondays and/or Fridays and following bank holidays.

+ ROSCOMMORNCill referanemployeeto a doctor nominatedby the companyfor a secondopinionwhere
appropriate and as deemed necessary

Beforereturningfrom a sickleaveabsence:
Anemployeemust furnishROSCOMMONCGwith a certificatefrom their doctor statingthat they arefit to return
to work on a specified date or a copythéir final social welfare certificatsigned by their doctor(This shoulde
furnished tothe company in advanaef the employees return to work to allow the company plan work schedules
and rosters of relief staff). The certificate must be dated with the doctor’s address and signature, where a doctor
will not signthere needsto be anauthorisedpracticestamp;
s Employeesreexpectedtio keeptheir line Managerinformed of their progress whilen sickleaveandinform
their line Managerof their expectedreturn to the workplaceto allowfor temporarycoveror reassignmenbf
tasks tothe wider team. This can be done by phone, email or one to one meetings with their immediate line
Manager.
+ Anemployeemustreport to theirimmediateline Manager uporreturningto work for areturn-to-work
interview (see appendix 22/BrightHR).

IndependentMedical Examination/OccupationaAssessment:
In all periods of illness, ROSCOMMON CCC may require and has the right to require an independent examination and

report on the fitness of the employee. In this event, you agree to cooperate with such a request and to permit the
medicalpractitionerto discuss witlthe company theprognosisfor your future recovery and/omreturn to work/fitness
to work. Refusal to comply with this policy is subject to disciplinary procedure up to and including dismissal.

GENERAL

~ Submissiomf amedicalcertificateor sicknesselfcertificationabsencdorm, althoughgivingusthe reason
for your absence, may not always be regarded by us as sufficient justification for accepting your absence.
Sickness is just one of a number of reasons for absence and although it is understandable that if you are
sick you may need time off, continuar repeated absenctirough sickness may not laeceptable to us.

~ In decidingvhetheryour absencds acceptabler not we will take into account the reasons and extent of
all your absencesincludingany absencecausedoy sickness We cannotoperatewith an excessivdevel of
absence as all absence, for whatever reason, reduces our efficiency.

~ We will take a serious view if you take sickness/injury leave which is not genuine, and it will result in
disciplinary action being taken.

~ If we consider it necessary, we will require you to be independently medically examined. Where you are
independentlymedicallyexaminedhe costwill be borneby us.Wemayalsoaskyour permissiorto contact
your own doctorfor anassessmentbn your state of health. Failureto complywith sucharequestwill cause
us to make our conclusion based on the evidence to hand.

4.18 AbsenteeismManagementProcedure

It is the policy of the Company to monitor levels of absenteeism and to manage appropriately, in order that work
plans and programs can be met, and that employees can be supported as appropriate. ROSCOMMON CCC will
conduct a line management review of alisences that exceed either a total of 7 days or if three separate periods

of absence occur.

Allabsenceghat exceeda fourweekperiod willbe monitoredby ROSCOMMORCGQo ensurethat employeesare

supported as required and that the impact of the absence on service users and colleagues is dealt with.
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If an employeeis medicallydeclaredunfit by our companydoctor to carry out their role in the Companytheir
employment may be terminated on grounds of capability following review and consultation with the employee.
Arisingfrom the Amendmentof the Organisatiorof WorkingTimeAct1997 the followingapplies:

If an employee is absent from work on certified sick leave, annual leave will accrue based on the statutory annual
leave entitlement of 20 days per annum (pro rata for part time staff).

The annual leave accrued while on certified sick leave must be discharged within 15 months after the end of the
leave year in question.

4.19 MenopausePolicy

Roscommon CCC is committed to ensuring that all individuals are treated fairly and with dignity and respect in
their workingenvironment. It is also committetd ensuring our peoplare safe, healthy, anavell both physically

and psychologicallyWe aim to promote Diversity, Inclusion and Equality, ensuring staff feel confident to raise
issues about their symptoms without fear of discrimination. Wea@mamitted to ensuring that conditions in the
workplacedo not makemenopausasymptomsworseandthat appropriate adjustmentsand supportarein place.

This policy is designed to raise awareness of perimenopause and menopause, to provide information, to support
those affected, and to ensure all employees are aware responsibility of the impact on an individual.

Purposeof Policy:Enhancesupportmechanismsn the workplace.

Raiseawarenesandunderstandingamongall Staffaboutthe perimenopausendmenopause.

Educateandinform managers abouthe potential symptomsof menopauseand how they canprovidesupport.

Foster an environment in which colleagues can openly and comfortably initiate conversations, or engage in
discussions about menopause, where respect and support is promoted.

Thispolicyhasbeendevelopedto supportall our staff who experiencemenopausasymptoms We recognisehat

the menopause may impact those who do not identify as female.

Scope of PolicyThis policy applies to all staff who are employed by Roscommon CCC. Menopause can be
experiencedoy women,transgendemenand peoplewho areintersexor identify asnon-binary,particularlythose

who may not have accessed medical forms of transition. Any staff member who is affected by menopause can
request support which will be provided in a confidential and dignified manner.

Key PrinciplesMenopause is a very personal experience, and staff can be affected in different ways and to
different degreesThisrequiresdifferinglevelsof supportandadjustments Byprovidinginformation and support,

we aim to remove any stigma or misunderstanding about menopause.

Definitions: The menopause is a transition stage in the lives of approximately 50% of the population. The average
age in Ireland to reach the menopause is 50 but it can happen much earlier (premature menopause). It refers to
the point in time whenmenstruationhasceasedor twelve consecutivenonthsandfor somemenopausanaynot
happen naturally but may be medically or surgically induced. Perimenopause is the period of hormonal change
leading up to menopause. During thisie individuals can often experiee symptoms which may vary in severity.
Symptoms:Physical symptoms associated with the onset of perimenopause and menopause include:
Hotflushes, night sweats, insomniandsleepdisturbance Fatigue Fatdistribution changes, headacheascluding
migraines, Urinarproblems, Heavy anpainful periods, Joinhches Palpitations, Dry skin argkinirritation, Dry

eyes, Hair loss.

Associated psychological symptoms may also be experierigegression, Anxiety, Panic attacks, Poor
concentration,Change$n mood, Lossof confidence Problemswith memory (WHO) Staffmayexperiencesomeor

many of these symptoms over the course of several years.

SupportAvailable:RoscommorCCGs committedto supportingstaff experiencingnenopauseandrecogniseghat

many staff will be working through, and beyond menopause. Staff experiencing menopause are encouraged to let
their line manager know if they are struggling with symptoms that may impact on their work, so that appropriate
support is provided. All infonation provided will be treated confidentially and in accordance withcompany’s

data protection policy.Line managers will provide appropriate support when needed to assist with issues arising
in theworkplace We recognise thatenopauséds auniqueand personaéxperience and therefordifferent types

of support and adjustment may be needed.

Self Help Measure<Current health promotion advice emphasises the importance of lifestyle choices before,
during andafter menopause including: Consult withur GPaboutmenopauseo ensurethat anysymptoms are

not due to other causes. Exercising regularly can not only help your mental health but also assists with reducing
hot flushes and improving sleep. It also helps with bone density and cardiovakealtr. Cessation of smoking.
Healthyandregulareating- researchhasshownthat a balanceddiet can help alleviatesomesymptoms Drinking

water and reducing caffeine and alcohol consumption. Wearing natural fibres like cotton or linen. Getting good
sleep, rest and relaxation
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Rolesand ResponsibilitiesLineManagersshouldensurethat all staff are awareof this policy. LindManagerswill
consider all requests for support and adjustments sympathetically and will not discriminate against those staff
memberswho are experiencing menopause. Suppardadjustmentsshouldbe put in placein a timelymanner.

All requests must be dealt with confidentially and in accordance with our company data protection policy. Line
Managers will be willing to have discussions about menopause, appreciating the personal nature of the
conversation and treat the discussi sensitively and professionally. Line Managers should understand that the
effects of menopause can vary widely from one individual to another.

Staffshouldtake a positiveapproachto their healthandwellbeing byseekingmedicaladvicefrom their GP.Staff

who are experiencinghe menopauseandwho haveconcerns regardintheir symptoms atwvork shouldspeakto

their line manager, conversations will be managed in a sensitive and confidential manner.

Staffshouldalso utiliseother supportservicesavailableto them, includingthe company’s EmployeeAssistance
Programme, a free and confidential counselling service.

4.20 Other Benefits

ChristmasEveOffice ClosureDay

Christmas eve ian officeclosure day. Employees that are normally scheduled to work on the day Christmas Eve
fallsare awardedthis leavedayfrom RoscommorCCCCLG. Ifou arenot normallyscheduledo work on the day
Christmas Eve falls, the day cannot be substituted for another annual leave day as it is an office closure day.

PensionProvisions

Please refer to your contract of employment for pension provision arrangements. New employees must have 12
monthsservicewith the companybeforethey are consideredfor pensionentitiement, thisis at the discretionof the
company and subject to additional funding availability.

EmployeeAssistancdProgrammeEAP)

Fromtime-to-time ROSCOMMONCGQCecogniseshat employeesmayneedalittle extraexternalsupport/help.
Thepurposeof the EARSs toprovideemployees witheasy accest® confidentialcounsellingservicego assistin
coping with personal, work, financial or legal issues.

Thefollowingoutlinesthe objectivesof our EAPandexplainshow it works.

TheEAPaimsto:

+ Provideobjectivesupportandunderstandingo an employeeon avoluntaryandconfidentialbasis

* Act as a management tool in addressing performance issues

e Act as a demonstration of Roscommon County Childcare Committee CLG's concern for the welfare of its
employees

¢ Reduceroblemsin the workforce.

Thescheme:

¢ [satotally confidentialandvoluntaryservices

* Iswithout prejudiceto securityof employmentor careerprospects

+ Makes provision for followap monitoring and evaluation.

Howthe EAPworks:

+ Therearethreereferraloptions:seltreferral;managementeferralor medicalreferral

+ Normallyemployeeanaycontactthe counsellodirectly themselves, butninternal EARCaordinatoris
available to assist employees if required

+ Followingreferral,employeeswill haveaccesgo a confidentialcounsellingservice

s The session(s) will be paid for by Roscommon County Childcare Committee CLG

s Thecounsellingserviceisvoluntary.

Confidentiality

e Confidentiality to employees is guaranteed. Individual’s details will not be disclosed.

e Employeegansharetheir problemwith a qualifiedprofessionaln asecureenvironment.

e TheEAPRwill facilitate selfreferral, referralby a Manageror a medicalreferralto a nominatedqualified
counsellor for face to face counselling

e Onwardreferralwill be arrangedif appropriate.
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+ Information regarding the usage of the service (numbers attending, issues/problems being treated) will be
recordedby RoscommorCountyChildcareaCommitteeCLGut this information will not revealthe identity of
individuals availing of the service.

+ Anyrecordskeptwill not becomepart of the employee’s personnefile.

Theproblemssupportedby the EARNcludethe following:
+ Workrelatedproblemssuchasstress

¢ Anxiety/depression

« Emotionaproblems

+ Trauma

+ Behaviourabifficulties

+ Manageriakupportin handlingdifficult employeesor situations
+ Marital/relationshipproblems

+ Familyproblems

s Substancebuse

* Addiction

EAPCoordinator

RoscommorCountyChildcareCommitteeCLGhasaninternal EARCoordinator(ROSCOMMOSCQanager)
whose role it is to:

» Dealwith EARenquiriesfrom employeesf required

+ Serveasalink betweenthe employeeandcounsellorif required;

+ Recordrelevantinformation on useof the serviceasprovidedby the counsellor.
Anycommunicatiorbetweenthe employee the counsellorand co-ordinatorwill be on a strictly confidential basis.

Referralprocedure

Selfreferral

+« Theemployeemayapproachthe nominatedcounsellordirectly themselvesseekinghelp; ORgothroughthe
EAP Cardinator.

» Employeewill be encouragedo seekassistanceéo determineif personalproblemsare causingunsatisfactory
job performance.

Managementeferral

» Whenmakingareferralthe mangershouldnot attempt to diagnosethe nature of the problemand shouldonly
present the employee with evidence of the performance problem. The aim is to assist, not to accuse.

+ Wherean employeeacknowledgeshey havea problemandagreesto attend the EAPcriteriaandtimescale
for improvementshouldbe agreedand confirmedin writing and an appointmentmadewith the programme
Manager.

Medicalreferral

* Anemployeemaybe recommendedy a medicalpractitionerto availof the EAPIn this casethe counsellor
will liaise with the doctor regarding treatment and prognosis.

Payment
RoscommorCountyChildcareCommitteeCLGwill payfor aninitial counsellingserviceplus up to four follow up
sessiondf requiredsubjectto funding.

Leave
Sickeavewill be grantedfor treatment or rehabilitationon the samebasisasfor other health problems.

Signsand symptomsof employeesin possibleneedassistance
Thefollowingare someearly warningsignsthat mightindicatean employeemayneedassistance:
+ Deterioration in work performance
¢ Mood swings
* Increasedabsenteeisnandpoortimekeeping
+ Deteriorationin relationshipswith other colleagues
+ Erratic behaviours
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s Complaintdrom customersglients,fellow employees.

If anemployee wishe$o availof the EAPjn the first instancecontactthe Manager/CountyChildcare Ceordinator,
Roscommon CCC for further details.

SECTIOHNGeneralTermsof Employment,Information & Procedures

5.1 Drivingfor Work Policy& Travel& Subsistencd?ayments

Itisthe policyof RoscommorCountyChildcareaCommitteeCLGo promote safetyfor all staff while drivingfor work.
Drivingfor work includesany personwho driveson aroad aspart of their work in their own vehicleandreceivesan
allowance from their employer for miles driven.

DRIVINGICENCE

If it isarequirementof yourjob dutiesthat you possess currentdrivinglicence the lossof suchalicenceasaresult

of a motoring conviction or on health grounds, may, if we are unable to provide suitable alternative employment,
leadto the terminationof youremployment. Youarerequired,whereverapplicableto produceyourdrivinglicence

for our inspection at any time when so requested.

CARUPKEEP
You are obliged to ensutbat your caris properly maintained anchasan upto-date NCT certificateand a copyof
your current certificate is made available for our inspection at any time when so requested.

~ Commuting to work is not classified as driving for work, except where the person’s journey starts from their
homeandthey aretravellingto awork locationthat is not their normalplaceof work.
~ Driving for workinvolves a risk not only for thariver, but for the public, such as pedestriaasidother road
users.Inthe interestof promotingbestpractice,RoscommorCountyChildcareCommitteeCLGwill providebest
practice guidelines/tips information on road safety, driving tips, hazards of summer driving, hazards of winter
driving, women driving alone, and suggested equipped/ driving Kkit.
~ Staffshouldalsobe awareand familiarwith the LonerWorkerPolicy(seeLoneWorkerPolicy)
~ Staff will be supplied with a car safety kit which will remain the property of the company
~ All staff are required to abide by the three main typedant that apply to drivingn Ireland namely:
. TrafficLaw
. Health and Safety Law
° EUrulesondrivingtime
~ If youhaveanaccidentduringyourwork time, (day and/ormight),you mustreport it to yourline Manageror if
unavailable the ROSCOMMON CCC Chairperson.
~ Staff must be familiar with the AA Driving Tips on Road Safety, please rdfttpso’/ www.theaa.ie/
~ Allemployeeswvho drive for work must completeandsignthe VehicleUseFormof undertaking(seeappendix

20/Bright HR) to Roscommon CCC.
~ All Staff who drive for work must comply with the company’s Health & Safety Statement

Staff who do not have the required documentation on file for administration and payment purposes will not be
permitted to use their personal vehicle on approved company business.

ROSCOMMORCCHIseof PersonaNMehiclefor CompanyBusinesgolicy.
Prior approval from your line Manager is required before using your car on company business. It is the policy of

ROSCOMMON CCC that all staff, who are required to use their vehicle for approved company business (be that
regularlyor occasionallyhavesufficientcarinsurancen placewhichprovidesthem with appropriatelevelsof cover.
This should also provide an indemnity to ROSCOMMON CCC in the case of any loss or damage which occurs while
driving as part of your job. This is commonly known as “Class 2” insurance;however, the terminology varies from
insurer to insurer but can be classified as under Class 1B (Driving for work but not carrying passengers or goods).

» Thismustbedoneprior to first usingyour carfor work journeysthat arereimbursableby the company.
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http://www.theaa.ie/

» ltis the policy of ROSCOMMON CCC to meet the additional proportional indemnity cost of vehicle
insurance for staff subject to funding where this may arise and each case will be treated separately and
lookedat in terms ofroles andresponsibilitiesandthe needfor businesgravelinsuranceln mostcasest
may be a letter of indemnity that is required which may/may not be an additional tresiefore prior
approval is required from your relevant line Manager
NB:It is prudentto discusghis in advanceof purchasingwith yourrelevantline Managerotherwiseany
such additional costsay not be approved by the company

~ Penaltypointsmayresultin the employeebeingunableto usetheir carfor work. Thismayimpacton the
contract of employment in that the employee would not be able to carry out the full duties required in
their job description, therefore you should inform management if this may pose a risk.

Thefollowingdocumentsshouldbe suppliedby staffto their LineManagerand uploadedo BrightHRand
resubmitted if you change insurance company or on renewal of your existing insurance policy.

A.Insurance Renewal Certificaté’ou are required to provide a copy of your insurance renewal certificate
annuallyto confirmthat adequateinsurancenasbeenput in place.Whereyou are not the insurancepolicy holder
i.e.,youareanameddriver,you mustevidenceof this from yourinsuranceprovider. Thisdocumentand/or letter
needs to clearly state that your insurance company indemnifies ROSCOMMON CCC against any claims

B.Receipt Where applicable, you are required to provide confirmation from your Insurance company/broker of
the amount paid to your Insurance company/broker for this additional insurance cover. This confirmation must
state the name of the staff member on the poliagd confirm the portion of the cost that relates to Class 2 or
Class 1B insuranck there is an additional cost for a letter of indemnitynen you are required to provide
confirmationfrom your Insurancecompany/brokerof the amountpaidto your Insurancecompany/brokerfor this.
Staff should consult with their line Manager before any amount is paid to an insurance company that may be
invoiced to ROSCOMMON CCC from a staff member as not doing so may result in nonpayment.

C.Useof PersonalNehiclefor CompanyBusiness Formof Undertaking

All staffwho are usingtheir motor vehiclefor work musthavea full cleandrivinglicence.Employeewill be required

to completeanannualconfirmationform - VehicleUse Formof Undertakingseeappendix22/BrightHR)in relation

to insurance, driving licence, nct, tax compliance, indemnification. You are required to complete this form and
submit to your Line Manager confirming that you have the appropriate indemnity in place and that you have read
andunderstandROSCOMMORNCC4#seof PersonaVehiclefor CompanyBusinespolicy.All staff who are required

to use their personal vehicle on approved company business, must submit these required docutoethts

relevant line Manager, even if the additional insurance was provided at no additional cost. The ROSCOMMON CCC
Administratorand/or Managemustensuretheseare currentandon file beforeany paymentsare paid out to staff.

Staff who do not have the required documentation on file for administration and payment purposes will not be
permitted to use their personal vehicle on approved company business.

TravellingExpenses
The ROSCOMMON CCadministrator and/or Manager should ensure that the annual confirmation form of
undertaking is signed and on file prior to any travel and subsistence expenses being authorised for payment.

-~ Authorisedtravellingexpensesiecessarilyncurredby membersof staffin performanceof their work dutieswill
be reimbursed monthly bROSCOMMON CCC.

» The cost oa journey between homand the normaplace of work or vice versa is not claimable.
Forfurther clarityregardingTravelExpensesnileageincurredisthe shorterof the distancebetweendestination
and baseor home whicheveris appropriate. Travelis paid from home or basebut, in any case.the shortest
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distanceis claimed. Basés the officesof Roscommon CQTl GKnock RoadCastlerea, CdRoscommonThisis

the basis for all claims.

~ Public Transport should be used where possible.

» Paymentof travel and subsistenceexpenseswill be paid in accordancewith the internal financial control
procedures of ROSCOMMON CCC.

TheROSCOMMORC®®1anagerwill makefinal decisiondn relation to the needfor any travel or overnightstays

that incur an expense for the company

Mileage Ratesand Allowances

r

Agreed rates for mileage will be made available to employees and board members based on the
Departmentof Finance/Local Governmenirculars and will bepdatedasper circular receivedkefer to

BrightHR and/or other company work applicatiorfgour company internal intranets) for updates
https://app.brighthr.ie/documents|t isup to the companyAdministratorand/or Managerto ensurethat

the rates of travel approved are those approved by DCEDIY as per Department of Finance/Local
Government circulars and the board of Roscommon CCC.

Acopyof thismustbe retainedon their travelfile.

Atravel cap applies forll employeesandthis will be given to each employde manageat the beginning

of the calendaryearby the ROSCOMMORCOManagerand may be amendedsnecessaryA copy ofthis

is available from ROSCOMMON CCC Manager.

Km rates calculated using car odometer will not be accepted unless there is evidence attached that
roadworks necessitated an alternative route.

Travel andSubsistence expenses mum claimed on thepproved ROSCOMMON GsT&im form withall

details before the claim is processed (See appendix 22/Bright HR).

The ROSCOMMON CCC Administrator will check that your details and the amount included on your T&S
claim for reimbursement agrees to the amount to be reimbursed on your receipt. Your claim for
reimbursement should only be included on your T&S claim once lysurance details has been checked

by the Administrator and approved by your line Manager.

The claims are subsequently approved and signed by the ROSCOMMON CCC Manager or authorised
signatory for the ROSCOMMON CCC Manager

Any Travel and Subsistence Claim Form submitted by the ROSCOMMON CCC Manager must be signed off
on by a ROSCOMMON CCC signatory.

Travel & Subsistence for attendance at CPD/training/workshops will only be paid where the CPD and/or
journey hasheenpreauthorisedby yourline Managerandis deemedhecessary apart of your role within

the organisation.

Subsistencd?ayments

r

Agreedratesfor subsistencendovernightswill be madeavailableto employeesandboardmembersbased

on publicsectorratessetby the Departmentof Finance/Locabovernmentircularsandwill be updatedas

per circular received. Agreed rates for mileage will be made available to employees and board members
based on the Department of Finance/Local Government circulars and will be updated as per circular
received.Refer toyour company internal intranet for updatddtps://app.brighthr.ie/documents It is up

to the companyAdministratorand/or Managerto ensurethat the ratesfor subsistencepprovedarethose
approved by DCEDIY as per Department of Finance/Local Government circulars and the board of
Roscommn CCC.

~ Payment of subsistence expenses will be paid in accordance with the internal financial control procedures of
ROSCOMMON CCC

TheROSCOMMORCG®®Aanagerwill makefinal decisiondn relation to the needfor travel or overnight staysthat

incur an expense for the company

Reimbursements

r

Otheritemspurchasedor work purposesmustbe claimed ornthe RoscommorCCC reimbursemepiart
of the Travel & Subsistence reimbursement claim form

5.2COMPANYIOBILEPHONE& TELEPHONEXPENSES

Orderinga phone
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All phones must be ordered through the ROSCOMMON CCC Manager on prescribed application form (supplied as
required). The phone you receive will be at the discretion of the Manager and will be suitable for your particular
needs, phones may be shared betwestaff at the discretion of management.
TheCareof Phones
Allphonesremainthe property of RoscommorCountyChildcarecCommitteeCLGArrangementgor their return and
removal must be made before you leave our employment. It is the responsibility of the holder to ensure that the
phone is kept in safe and dry conditions and that vehicles containing phones or kits are locked at allFimes.
insurance purposes, mobile phones are not insured if left in an unattended vehicle.
Lost/stolenor damagedphones:
Lost/stolen or damaged phones should be reported to The ROSCOMMON CCC Manager immediately so that the
account can be cancelled.
12. Areportsheetmustbe completed,signedby youandyourline Manager.
13. Atemporaryreplacementphonewill beissuedfrom rolling stock,subjectto availability.
14. Apermanentreplacementmaybeissuedonly uponreceiptofyourcompletedsignedreport.
Payment/ BillingProcedure
Paymentwill be generatedby receiptof invoiceandpaidthroughbankingonline.
StaffMobile PhoneUsers
RoscommorCountyChildcareCommitteeCLGhasagreeda fixed pricefee for Administrationand Developmenttaff
mobile phones with the company service provider.
Includedin the fixed pricefee are:

¢ Callgo Irishbasedmobilephoneproviders.

* Monthly rental.

+ Callgo all Irishbasedlandlinesexceptto premiumrate numbersanddirectory of enquiries

+ All text messages except premium based text messages i.e. competitions

+ All emails for Work Use

+« Monthlydataallowance

ManagementMobile PhoneUsers
RoscommorCountyChildcarecCommitteeCLGhasagreeda fixed pricefee for managementnobile phoneswith the
company service provider. The fee can fluctuate per month dependent on data usage and calls made.
Includedin the fixed pricefee are:

¢ Callgo Irishbasedmobilephoneproviders.

* Monthly rental.

+ Callgo allIrishbasedlandlinesexceptto premiumrate numbersanddirectory of enquiries

+ All text messages except premium based text messages i.e. competitions

* All emails for Work Use

* Monthlydataallowance

All ROSCOMMON CCC mobile phone bills will be paid for by Roscommon County Childcare CommlitiegbeCLG.
vast majority of cases the calls etc. will fall within the fixed price monthly fee except in the case of management
where it may fluctuate. Where additional charges are incurred, the individual will be responsible for refunding the
costswherethey do not relateto ROSCOMMORCGusinessStaffwill highlightanditemisepersonalcallsoutside

of the monthly fee for reimbursement to the company as per the policy agreement.

Exception reporting on mobile phone usage will be provided by the company service provider monthly and issued
to the ROSCOMMORCVianagerand/or designatedoersonin Finance/Administratioffior verification,checksand
approval prior to payment.

Thecompanyserviceproviderswebsitehostsonly the last 13 monthsbills for eachCustomemMNumber. Therefore,it
isimportantfor auditpurposeshat the finance/administratorarrangeto savethe mobilebillsandfile asappropriate

for approval and sign off as per ROSCOMMON CCCs internal financial procedures.

Personalallsshouldbe keptto a minimum.

Monitoring of all mobile phonebillswill be carriedout on aregularbasisby the ROSCOMMOGNC@/anagerand/or
designated person.
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TelephoneExpenses

~ All staff are only authorised to make local private calls via the company’s telephone system. These should be
kept to a minimum. All private calls on business mobile telephone should be paid for monthly if outside the
agreed tariff and in line with benefit in kind contribution towards the monthly fixed cost of the phone if
applicable.

~ Staff who incur travel may be supplied with a mobile phone. This is to ensure they are contactable at all times
while working for ROSCOMMON CCC and to ensure their safety adgeimgll It is envisaged that calls from
these mobiles will be kept to a minim.

» Telephones are to be used for Company business only. The company recognises that from time to time an
occasional personal call may have to be made. However, excessive use of the company telephones for non
business use is not permitted. The use of personabile phones should be kept to a minimum so as not to
disruptother staff membersor useexcessiveompanytime on personalcallsduringwork hours.Callsshouldbe
where possible bemade to landline numbers to keep costs to a minimum, this will be monitored by
ROSCOMMON CCC Manager.

~ Mobiletelephonesallocatedto staff shouldnot be left unattendedin carsor on office workstationsat weekends
andshouldbe left with the Managerand/or Administratorin the ROSCOMMORNC®fficewhen staff members
are on annual leave, sick leave or a meork dayin order that any calls to such mobiles can be monitored by
ROSCOMMON CCC.

~ Staffshouldincludein contactson their mobilesICEwith their nextof kin phonenumberto be contactablein an
emergency.

~ The office telephone number as well as the ROSCOMMON CCC Manager’s mobile number must be included in
the contactsandshouldbe usedfor emergencypurposesduringhoursworkedfor ROSCOMMO®NCC.

» All Staff who drive for work must comply with the company’s Health & Safety Statement

5.3 CarParking

All cars must be parked in the designated car park. Staff Park their cars at their own risk. Roscommon County
Childcare Committee is not responsible in any way. Staff must ensure they lock their car at all times, and do not
leave valuables in their vehiclBlo liability is accepted for damage to private vehicles, however it may be caused.

5.4 Visitors
~ RoscommorCountyChildcareCommitteerecognizeshe importanceof visitors.
~ Itisthe responsibilityof the designatedRoscommorCountyChildcareCommitteestaff memberat time of
plannedvisitsineetings to ensure that all visitors sign in the visitor’s book and are aware of the Health
and Safety Statement. The Health and Safety Statement can be found at reception and/or on company
online portal/s.
» Allothervisitorsmustcheckin at receptionwherethey will be asked to sign the visitor's book.

5.5EMPLOYEEBROPERTY

We do not acceptliability for any lossof, or damageto, property which you bring onto the premises. Youare
requestednot to bring personalitems ofvalue ontothe premisesand,in particular,not to leave any items overnight.

5.6 LOSPPROPERTY

Articles oflost property should be handed to your Likanagerwho will retain them whilst attempts are made
discover the owner.

5.7BUYINGORSELLINGFGOODS

Youarenot allowedto buy or sellgoodson your own behalfon our premises.

5.8 COLLECTIOIRROMEMPLOYEES

Unlessspecificauthorisationis givenby your LineManager no collectionsof anykind areallowedon our premises.
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5.9FRIENDBNDRELATIVESONTACT

RoscommorCCromote a family friendly environmenttherefore telephone/officevisitsare acceptableaslongas
they are not excessive and do not interfere with your work or that of your colleagues.

5.10 EMPLOYMENAERMITS

Shouldyourequirea EmploymentPermit/GreenCardor similarpaperworkto workin Ireland,it isyourresponsibility
to maintainthe validity of suchdocuments. Youshouldapplyfor anew permitin atimely mannerprior to expiryof
your existingpermit. Youmust provide copies ddll suchdocumentation to youtineManageron receipt ofsame.
Failureto providea valid permit may resultin you beingplacedon unpaidleaveuntil the permit canbe obtainedas
it isillegalto work in Irelandwithout the relevantpermit. Failureto providecopiesof your employmentpermitin a
timely manner may result in disciplinary action being takém.addition nonrenewal of a employment permit by
the relevantauthoritiesmayleavethe Companywith no alternativebut to terminateyouremploymentunderSOSG
(failure to provide a Statutory Requirement) inline with the Company’s disciplinary procedures.

SECTIOHNRetirementPolicy

6.0 Retirement
Theretirementageof the companyis inline with StatePensiorAge.

SECTION Terminationof Employment

7.0 Terminationof Employment
On leaving theompany an exit interview may be carried out (see appendix 34/BrightHR). A transitigui&exit
will be put in placeby managemenandcommunicatedo the employeeand/or other relevantstaffasrequired.

Noticeof Terminationof Employment

Noticefrom the Companyto the Employee

You are entitled to receive notice from the Company as specified in your contract of employhen€Company
reserves the right to make the appropriate payments in lieu of notice.

Noticefrom the Employeeto the Company
Unlessyourcontractstatesotherwise,duringyour probationaryperiodyour employmentmaybeterminated by
one (1) weeks’ notice on either side. Thereafter, you are required to give notice to the Company as specified in
your contractof employment.

If youaredismissedor grossmisconductyouare not entitled to receiveanynotice payfrom the Companyunless
your contract of employment states otherwise

TERMINATINGMPLOYMENWITHOUTGIVINGNOTICE

If you terminate your employment without giving or working the required period of notice, as indicated in your
individualStatementof Main Termsof Employmentyouwill haveanamountequalto anyadditionalcostof covering

your duties during the notice period not worked deducted from any termination pay due to you.

SOMEOTHERUBSTANTIARROUNDS

TheCompanymayterminate youremploymentciting SomeOther SubstantialcGroundg(SOSGpr termination other
than capability, conduct or redundancy, for example reduced funding from DCEDIY

REPAYMENJFOUTSTANDINEONIES
On the termination of your employment, we have the right to deduct from any termination pay due to you, any
monies collected by you on our behalf and any advances of wages which we may have made to you.

ACCRUAQFANNUAILLEAVE
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Ontermination of your employmentanyholidaysaccruedbut not takenin the current holidayyearwill be paidfor.
However,in the eventof your havingtakenholidayswhichhavenot beenaccruedpro-ratain the holidayyear,then
the appropriate payments will be deducted from your final salary.

7.1 Returnof CompanyProperty

All Company property including company laptop, iPad, tablet, mobile phone, office keys etc must be returned to
your line Manager on or before your leaving date. All email accounts will be disabled and passwords changed on
staff leaving date. The Companysegves the right to make a reasonable deduction from your final salary for any
benefitstakenin excesof entitlement or for anyCompanyproperty whichhasbeendamaged|ostor not returned.

7.2 GARDENEAVE
If either you or RoscommorCCGervesnotice on the other to terminate your employmentRoscommorCCGnay
require you to take “garden leave” for all or part of the remaining period of your employment.

If you are askedto take gardenleaveyou:

+ Mustnot attend your placeof work or anyother premisesof RoscommorCC®@r anyassociated Company,
unless otherwise requested by Roscommon CCC.

» May be askedto relinquishimmediately any offices you hold in RoscommonCCCor any associated
Company.

 May not be required to carry out your normal duties during the remaining period of your employment;
however, you will still be available for answering queries.

s Must return to RoscommonCCCall documents, software, equipment, Companyproperty and other
materials (including copies) belonging to Roscommon CCC or associated company’s containing confidential
information.

« Must not, without the prior written permission of Roscommon CCC, contact or attempt to contact any
client, customer, supplier, agent, professional adviser, broker, or banker of Roscommon CCC or any
associated Company or any employee of Roscommon CCC assotjated Company.

HANDOVERFSOCIANETWORRROFILESCONTACTS
Onterminationofyouremploymentyoumusthandoverall sociainetworkprofilescreatedbyyouduringthe course
of your employmentgnd is inclusive of any contacts or “friends” obtained via these profiles.

7.3 Referencesrom RoscommorCCC

~ References from Roscommon CCC for stefff be supplied onlyby the Manager of Roscommon CCC for all
gradesbelowthat leveland by the Chairpersorof RoscommorCCQor the post of Manager Staffare requested
not to name other Roscommon CCC board members for reference purposes.

- If requesting a reference from Roscommon County Childcare Committee CLG, Staff (present or past) must request
it from their relevantline Manager.e., the Managerof RoscommorCCQor all staffbelowthe Manager or to the
Chairperson/Designated Committee member in the case of the Manager.

SECTIOR Safeguards

8.0 Ethicsand professionalconductpolicy

Part of the Roscommon CCC’s role is to carry out support and advisory visits to childcare providers in the county
with the aimof offering advice,supportandaccess tdrainingwhichwill addressareas ofbestpracticeand
enhance the quality of early years care and education in the County.

» RCCGtaff will abide by the RoscommorCounty ChildcareCommittee Codeof Behaviouras outlined in
company’s child safeguarding statement. This procedure should also be in place in the childcare service
andwill applyto RCC6taffaswell asvolunteersor visitorsto the servicej.e.RoscommorC CGtaff should
neverbein the positionthat they are alonewith a child. Amemberof staff from the settingmustalways
be present.

~ RCCGtaff mustneverget involvedn the careof the childrenattendingthe service.

ROSCOMMORCCGCequire employeegepresentingthe organisationto work ethicallyand behavein a professional
manner.
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8.1 ProfessionalConduct

ROSCOMMON CCC's reputation with the public is maintained by the high standards of work, conductand
appearance of our employees. The required standardsheilliiscussed with you duringur induction period and

the acceptance of these standards is a basic part of your employment with ROSCOMMON CCC. If there are any
questions, the employee should approach their relevant line Manager. Staff are not encouraged to buy lottery
tickets/raffle lines etc from an individual service on behalf of ROSCOMMON CCC as this could be perceived as
favouritism, however they can purchase these in their personal capacity.

8.2 Conflictof Interest Policy

Bestinterestof ROSCOMMORCC
Eachemployeeshouldactin the bestinterestsof the ROSCOMMORCCalwaysusinggoodjudgment.Decisiondy
employees involving a conflict of interest may create an appearance of impropriety which should be avoided.

Suppliersof Goodsor Services

An employee who has a direct or indirecterest (whether througHamily or business connections)sappliers of
products or services to ROSCOMMON CCC, or an interest in contractors or potential contractors who would do
business with the Company, should not act or be involved in decisions with respect to that interest.

Disclosure

An employee should provide full disclosure of any business, personal or financial interest in which the employee
mightinfluence(or might appearto influence)his or her official decisionor actionson behalfof the ROSCOMMON
CCC.Disclosureshould be made on a timely basis in writing to the employee’s immediate line Manager. (See
appendixL3/ BrightHR)

PersonalGifts
Personabiftsfrom or to peoplewhom ROSCOMMO®SC@asa businesselationshiparediscouraged.

Acceptanceof Gifts

Cashor CashEquivalents

Offersof cashor cashequivalentge.qg. lottery tickets,gift vouchersor gift cheques)nadeby suppliers contractors,
service users or their relatives to individual officers of ROSCOMMOM@EBe declined.

Non-Caslyifts

Gifts of a small or inexpensive nature such as calendars or diaries or other simple or inexpensive items such as flowers
and chocolates can be accepted. This type of gift can be easily distinguishable from more expensive or substantial
items which cannot @ any account be accepted. If there is any doubt as to whether the acceptance of such an item

is appropriate, the matter must be referred by the ROSCOMMON CCC Manager to the Baiegdtofs.

ExceptionalCases
It is recognised that there are exceptional circumstances where refusal of a gift will clearly offend a donor, cause
embarrassment or appear discourteous. In these cases, the donor should be advised therntiigsion of thdBoard
of Directors of ROSCOMMON CCC will have to be sought as to whether the gift can be accepted.
TheBoardof Directorswill decidewhetherto:
« Allowthe recipientto acceptthe gift or not
« Returnthe gift to the donorwith a suitablyworded letter explainingwhy the gift cannotbe accepted
+ Use or dispose of it, if possible, in or by ROSCOMMON CCC

Hospitalityreceivedfrom Third Parties

The handling obffers of hospitality is recognised as beingchmore difficult to regulate butt is anareain which
staff mustexercisecarefuljudgment.lt isrecognisedhat it canbe asembarrassingo refusehospitalityasit canbe
to refuse a gift. There is also a need to distinguish between simplecdstvhospitality of a conventional type, for
exampleaworkinglunchor eveningmealcomparedwith more expensiveandelaboratehospitality. Thereis clearly
aneed fora sense obalance.Thereis concern that acceptancef frequent, regulaor annual invitations to events
or functions, particularlyfrom the samesourceand where a considerabledegreeof hospitality is involved, may
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severely test the principles stated earlier and should be refused. However, there may be instances where staff
receive invitations to events run by voluntary organisations such as annual conferences or dinners. Attendance at
such events is considered artagral element in building and maintaining relationships with these sectors and any
hospitality received is likely to be reasonable and proportionate, and therefore acceptable.

The main point is that in accepting hospitality staff need to be aware of, and guard against, the dangers of
misrepresentation or perception of favoritism by a competitor of the hoss tibviously easier to justify meetings
whichrelate directlyto the workof ROSCOMMOGC®ut wherethesehappenoutsideworkinghoursandon purely

social occasions then they need to be justified as not being a personal gift or benefit. Where a contract is being
negotiated, hospitality of any kind, including attendance stéff at seasonal events hosted by suppliers or
contractors, should not be accepted.

When in doubt about accepting hospitality or an invitation you should consult the ROSCOMMON CCC Manager. In
all instances where anything beyond conventional hospitality is offered, the approval of the Board of Directors
should be sought. It is particulaiijportant to ensure that Board of Directors is rmter represented at an event

or function and care shoulde taken to ensure that this does not happen, for example, by enquiring from the host

as to other staff who have received similar invitations.

Note: Breacheof the Codeof Ethicsby staff membersmayresultin disciplinaryaction

8.3 Confidentiality

» Employeesrerequiredat alltimesto maintainabsoluteconfidentialityin respectof matters thatcometo their
knowledgein the courseof their work andbreacheswill resultin disciplinaryaction.Youarerequiredto signthe
company’s standard confidentiality agreement (see appendix 18/Bright HR).

» Employees are also required and expected to maintain this standard of confidentiality when they leave
employment with ROSCOMMON CCC

~ The confidential nature of your work requires that you never disclose any information you may acquire about
the affairsof the companyor any of its customers. Therecordsandformsyou work with arethe property of the
company and must not be shown or given to outsiders without official apprd¥/gbu have any doubts about
what information this covers please consult your Manager.

~ Also any knowledge or suspicion of disloyalty, fraud or error or any concealed practice against the interests of
the company on the part of any person must be reported to your Manager.

= If involvedin work outside ofworking hours youmust advise the companyf theseactivities so as to ensuirgo
conflict of interest and compliance with the provisions of the Organisation of Working time Act 1997.

Failureto complywith theserequirementswill resultin disciplinaryaction.

8.4 COMPANIE& PROFESSIONRRACTICES

At the start of your employment, you will be required to attend an induction session(s) at which you will be made
awareof the standardproceduresand codeof practiceapplicableto yourindividualrole andresponsibilities.From

time to time we may amend the content of this induction and will require you to undergo further training as
necessary.

8.5COPYRIGHT

Allwritten material, whether held on papeelectronicallyor magnetically which was maade acquired byyou during
the course of your employment with us, is our property and our copyrightt.the time of termination of your
employmentwith us,or at anyother time upondemand,you shallreturn to usanysuchmaterialin your possession.

8.6 Other employment- Thereisalegalrequirementto ensurethat your overallworkingtime doesnot exceedthe
maximum 48hour average working week. If you pursue a second employment which gives rise to a breach of this
legislation, ROSCOMMON CCC, as your primary employer reservighthe require you taeduce your working

hours in your second employment or to cease your second employment Therefore staff members are required to
complete the required forms in order to comply with legislation.

Management should endeavour to ascertain whether their garte staff has other employmentUnder
legislationa part-time staff memberwho maybe workingelsewhereshouldnot work anaccumulativeof more
than 48 hours across all paitne employments.ROSCOMMON CCC is obliged to endeavour, therefore, to
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ascertainthat if their part-time staff memberis workingelsewherethat their accumulativewvorkinghoursdo not
exceed 48 hours.

8.7 RoscommorCCodeof Behaviour

There is a Code of Behavidor workers which specifies acceptable and unacceptable practices relating to
interactionswith childrenwhile carryingout their work with RoscommorCCC Thisappliesto work both in the
Roscommon CCC offices, in the community and when visiting ELC/SAC sBosoesnmon CCC ensure that
staff’'s interactions with children are at all times child centred and appropriate, in line with the Quality Regulatory
Framework AistearCurriculumFramework SioltaQuality Framework the Accessand InclusionModel and other
such relevant frameworks.

ThisCodeof Behaviouraimsto mitigateriskin Roscommon CQtSkassessmenwithin this ChildSafeguarding
statement.

The Code will be used as a tool in training to discuss and consider Roscommon CCC expectations of
workers/employeesonduct. ThisCodewill be atool for staff supervisionRoscommorCCQ/anagerwill havea
responsibility to supervise and support workers to ensure the Code is being adhered to.

Where Roscommon CCC staff are required to visit the homes of childminders/ childcare providers in the course of
their work - Duringthesevisitsstaffareexpectedto adhereto their responsibilitiesandensureall situationsinvolving
children guided by the child safeguarding policy.

Staffshouldneverengagen intimate caretasks heverallowthemselvego beleft in apositionwherethey supervise
childrenin the absenceof parentsand shouldalsoensurethat their visitsare agreedwith the coordinator,planned,
and structured with a clear purpose.

It isthe policy ofRoscommon CQ@at Parents aregesponsiblefor supervisiorof their own children intheir careat
any event which Roscommon CCC organise.
Occasionshat RoscommorCCQGnayhavecontactwith Children:

- Visitsto ELC/SAGervices

- Visitsto Parentand ToddlerGroups

- RoscommorCountyPlayday

- Stay& PlaySessions

- NetworkingEvents

Meetings& Eventsinvolving children & families

Roscommon CCC wilbkeeveryeffort to ensurethat the selectedvenue is comfortabldully accessible and suitable

for the meetingor event.We will ensurethat appropriateplanningandsupervisiorisin placebeforethe event. We

will also ensure that the following has been addressed:

+ Insurance

» Previsitto the centrewhereappropriate

* Programme of events is in place.

* Events& venueareageappropriate.

» Reviewof healthandsafetyconsiderations

« Ensureahereisfull awarenes®f the Accidentand EmergencyProcedures

+ Involve and consult with parents/ carersand or childcare provider in the planning of the event where
appropriate.

+ If any issue in relation to the welfare or safety of a child arises at an evenetbeant accident/incident or
complaint policy will be applied.

RoscommorCCGre committed to:

Listento all childrenandrespectthe rights ofthe childandinvolvethemin decisionmakingasappropriate
Value and respect all children as individuals

Workin aprofessionamanner,showingsensitivityand respectfor childrenandtheir families

Respect all cultures, classes and beliefs without discrimination

Workin partnershipwith parentswhereapplicable

Promotepositivebehaviourandaculture of safeguardinghildrenandtheir rights

Respec& implementall relevantpoliciesand procedureghat keepchildrensafefrom harm
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Work collaborativelyasateamandadopta child centredapproachthat recogniseghe bestinterestsof the child
Operate with effective leadership
Ensurehat effectivegovernancestructuresarein place,complyingwith all relevantlegislationandregulations.

Codeof behaviourfor engagingwith childrenin servicesor at events

+ Avoidif atallpossiblebeingalonewith children,and particularlyfor excessivamountsof time

+ Avoidoneto onesituationswith achild, it is better if their parent/careror anotherworkeris present

+ While it is recommended that staff should avoid physical contact with a child if at all possible, there are
times when it would be acceptable to do so, for example, holding hands, comforting an upset child or
carrying a young child where necessary.

+ Donot singleout a particularchild for unfair favouritism,criticismor ridicule

+ Donot use/allowoffensiveor sexuallysuggestivephysicalconductand/or verballanguage

+ Do not hitor physicallychastisechildren(thisis acriminaloffenceundercurrent Irish law)

* Gain parent/caresigned informed consent dhildren areto be included in any promotional/ information
material which may be published on social media or in publications.

» The guardian/ carer of a child will be expected to intervene if the child is disruptive, and the behaviour
requires intervention

It isthe responsibilityof eachRoscommorCC@mployeeto report breachesof this Codeto Management.

Disciplinaryaction will be taken where appropriate if RoscommorCCCsodeof behaviouris breachedby
companyemployees.

Using the Code of Behaviour

Training

- Code of ™ Répért
Disciplinary / Behaviour Breaches
Action | s :

@

Supervision

SECTION DataProtectionPolicy

Roscommon County Childcare Committee CLG strives to comply with applicable laws and regulations related to
Personal Data protection in Ireland. While conducting its business, Roscommon CCC needs to gather and use
certain information about individuals. Thian include parents, childcare staff and committee members, clients,
suppliers businescontacts,employeesandother peoplethat the companymayhavea relationshipwith or need

to contact.
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Thispolicydocumentoutlinesthe principlesby whichRoscommorCCandlespersonaldata of parents,children,
suppliers, employees and other individuals who are involved with the company. This policy indicates the
responsibilities of its employees, contractors, volunteers and students while processing personal data.
Employeewill considerthe personaldataheld on their computersandonfile. It appliesto all datathat the
company holds and has access to relating to identifiable individuals and can include:

. Names of individuals

o Postaladdresses/Eircode

. Email addresses

. Telephonenumbers

. Dates of Birth

. PPSNNumbers

. Bank details

J Financialnformationincludingsocialwelfarepaymentsaspart of CCSRligibility
o Medical information

U Plusanyother informationrelatingto individuals

Thispolicyhelpsto ProtectRoscommorCCGrom someveryreal datasecurityrisksincluding:
+ Breache®f confidentiality.Forinstancejnformation beinggivenout inappropriately
s Failingto offer choice.Forinstance all individualsshouldbe free to choosehow their personaldatais
used
+ ReputationadamageIn caseof a databreach,datausedfor fraud or if hackersgainedaccesgo sensitive
data

Roscommon County Childcare Committee will collect, retain and process your personal data (including your
sensitive personal data) about you on computer and in manual files/paper files. This data will only be used to
efficiently managehe business of Roscommon CCC; so that we can monitor our compliance with the law and best
practice;for staffadministration purposedt may benecessaryo processdatain orderto complywith anylegalor
regulatory obligations. Roscommon C@Cprocess all personal data &aecordance the Data Protection Acts 1998

and 2003, and the General Data Protection Regulation 2016.

1. Whoisthis policy for?

All employees either permanent or temporary, all contractors, all volunteers, students, suppliers and other people
working on behalf of Roscommon CCC are obliged to read and understand this document so they are fully aligned
with the policyof RoscommorCCCThis policys availableon requestto outline how our serviceobtains,holds and
processes personal data.
Thispolicyaimsto ensurethat RoscommorCountyChildcarecCommitteeCLG:

+ Complies with data protection law and follow good practice

Protectsthe rightsof staff, clientsandpartners
e |s open about how it stores and processes individuals’ data
* Protects itself from the risks of a data breach

2. Definitions

RoscommorCCQavelisted belowa numberof keydefinitions oftermsthat are usedin this documentfor your
information. These definitions are specifically drawn from Article 4 of the European Union’s General Data
Protection Regulation:

PersonaData
Anyinformationrelatingto anidentifiedor identifiable naturalperson(datasubject);anidentifiablenatural person
is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an
identification number, location data, an online identifier, or to one or more factors specific to the physical,
physiological, mentaeconomic, cultural, or social identity of that natural perg&tegulation (EU) 2016/679,
2016).
Personal Data includes a natural person's email address, telephone number, biometric information (such as
fingerprint),locationdata, |Paddresshealth careinformation, religiousbeliefs,SocialSecuritynumber,marital
status etc.
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SensitivePersonabData
Particularly sensitive data includes data in relation to fundamental rights and freedoms, where disclosure of such
data could lead to physical damage, financial loss, damage to the reputation, identity theft or fraud or
discrimination etc. Sensitive persaindata usually includes but not limited to personal data revealing racial or
ethnicorigin, political opinion, religiousor philosophicabelief, or trade union membership aswell asgeneticdata,
biometric data (fingerprintjor the purpose ofuniquelyidentifyinga natural personanddata concerning a natural
person's health or sexual orientation.

Processing
Processing means any operation or set of operations which is performed on Personal Data, whether or not by
automated means, such as collection, recording, organisation, structuring, storage, adaptation or alteration,
retrieval,consultation,use,disclosuretransmissiondisseminationrestriction,erasure or destructionof the data
(Regulation (EU) 2016/679, 2016).

DataController
The natural or legal person, public authority, agency or any other body, which alone or jointly with others,
determines the purpose and means of the Processing of Personal data. Where the purposes and means of such
processing@re determinedby Unionor Memberstate law, the controlleror the specificcriteria for its nomination
may be provided for by Union or member sté®egulation (EU) 2016/679, 2016).

DataProcessor
Anatural orlegalperson publicauthority, agencyor any other bodywhichprocessegersonaldata on behalfof a
Data Controller(Regulation (EU) 2016/679, 2016).

3. BasicPrinciples
RoscommorCCGas considereda DataController. ThereforeRoscommorCCGreresponsibleor the datathat they
obtain and have to demonstrate compliance with the data protection principles as listed below.
Everyone working for or with Roscommon CCC has a responsibility to ensure that data is collected, stored and
handledappropriately.Eachstaff member musensurethat they handleand process datan line with this policy
and data protection principles. The principleted below outline the basic responsibilities for Roscommon CCC
when handling personal data.

Lawfulnesskairnesand Transparency
Personatiata mustbe processedawfully, fairly andin a transparentmannerin relationto the data subject.
(Regulation(EU)2016/679,2016).
There are three components to this principle; Lawfulness, Fairness and Transparency and they are allimked.
datasubjectwill be told what processingyill occur(Transparent)the actualprocessingyill matchthis description
(Fair), and finally the processing will match one of the six purposes specified in the GDPR (Rasfainmon
CCC relies on a GDPR fundamentals which are contractual and consent for processing data.

Purposdimitation

Personal data must be collected for specified, explicit and legitimate purposes and not further processed in a

mannerthat isincompatiblewith thosepurposesFurtherprocessindor archivingpurposesn the publicinterest,

scientific or historical research purposes or statistical purposes shall, in accordance with article 89(1), not be

considered to be incompatible with the initial purpogegulation (EU) 2016/679, 2016).

RoscommorCCavill define up front what personalinformation we collect, howit is goingto be used,for what

purpose and we will limit using that information for these purpose(s) only.

This proceswill be completedthroughour privacy noticepur termsand conditionsandour consentforms. These

documents can be found in Roscommon CCC staff handbook, our data protection policy and on our website.
Dataminimisation

Personatlata mustbe adequate relevant, andimited to what isnecessaryn relationto the purposedor which

they are processedRegulation (EU) 2016/679, 2016).

RoscommorCCavill only collect/holdenoughdatato carryout the processRoscommorCCQwill not collect/hold

what you don’t need. Please refer to Roscommon CCC Retention policy for information on how long data is kept.
Accuracy

Theaccuracyof the personaldata is contestedy the data subject for a periodenabling the controllerto verifythe

accuracy of the personal dataRegulation (EU) 2016/679, 2016).

Any data that is being held needs to be accurate. Roscommon CCC strives to keep the personal information we

hold upto dateandaccurate DataSubjectscanrequestanyinformation held on them, asthis istheir right, they
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canalsorequestcorrectionor completionof informationrelatingthem. (PleaseseeDataSubjectAccessRequest
Procedure).

Storageperiodlimitation
Personal data must be kept for no longer than is necessary for the purposes for which the personal data are
processed. Processed in a manner that ensures appropriate security of the personal data, including protection
againstunauthorisedor unlawfulprocessingind againstaccidentaloss,destructionor damage usingappropriate
technical or organisational measurdegulation (EU) 2016/679, 2016).
If the information is no longer required it should be securely disposed of. Please refer to the “Data Retention
Policy’ for information on why Roscommon CCC keep data and for how long. It is taken into account the legal and
contractualrequirementsandretention periodsfor information.

Integrity andconfidentiality
Processed in a manner that ensures appropriate security of personal data, including preventing unauthorised
access to or use of personal data and the equipment used for the procé&ssingation (EU) 2016/679, 2016).
Every employedoesnot needaccesgo the personalinformationthat RoscommorCCollects. Onlythosethat
require access should have it. The physical security of the filing cabinets and rooms are to be considered and
access to any electronic devises that hold personal data will be restricted accordingly.
Accountability
Thecontrollershallberesponsibldor, andbe ableto demonstratecompliancewith (principleselatingto
processing of personal datdegulation (EU) 2016/679, 2016).
RoscommorCCas responsibldfor andmustbe ableto demonstratecompliancewith the principlesoutlined
above.
If a third-party contractor, for example, a computer contractor, provides Roscommon CCC with services,
RoscommorCCQiavea contractof services with thathird-party provider, and this contraetill includeprocesses
that outline that any personahformation processed by the third party is being done so in compliance with the six
principalsoutlined above.Thisis veryimportantasRoscommorCCGemainresponsibleor the personaldataeven
if the third party are responsible for a data breach.

4. BuildingDataProtectioninto RoscommorCCCLG

In orderto demonstratecompliancewith the principlesof dataprotection,RoscommorCC®uild andengrain

data protection into its day to day activities.

Notificationto DataSubjectgPrivacyNotice)

Seethe FairProcessinguidelinesectionbelow.

Data Subject’s Choice (Consent)

Seethe FairProcessingsuidelinessectionbelow.

Collection of Data

RoscommorCC@nsureghat datais collectedlawfully, fairly andtransparentby consideringhat consentis freely

given, that there are opportunities offered to withdraw consent and to correct data held.

Staffof RoscommorCCQwill carry outadatainventory onaregularbasisto establishthat all dataisheldin

accordance with GDPR.

RoscommorCCGtrivesto collectthe leastamountof personaldatapossible Onlydataneededfor our work

should be accessed. If personal data is collected from a-ffd@rty such as a neighbour or friend of the data

subject, Roscommon CCC must ensure that the personal data is collected lawfully and consent is obtained.

* Any collectiorof personal data will be done from the data subject, tre¥son, directly so consent can be

given prior to the collection of data. Data will not be shared informally and will not be disclosed to
unauthorised people. Managemeniill supportstaffto understand their responsibilitieis regards tahe
implementation of this policy. All data will be kept secure by taking sensible precautions. Strong
passwords will be used, passwords are not be shared, and desktop computers should not be set to
remember passwords. Data will be regularly reviewed apdated if it is found to be out of date. If data
is nolongerrequiredit will be deletedanddisposedof. Staffshouldrequesthelp from the dataprotection
officer (DPO)if they are unsure about any aspect of data protection

Theboardof RoscommorCCGs ultimately responsiblegor ensuringthat RoscommorCountyChildcareaCommittee
meets its legal obligations.
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Usingthe Data,Retaininghe DataandDisposingf the Data

Thepurposesmethods,storagelimitation andretention period of personaldatamustbe consistentwith the
information contained in Roscommon CCC Privacy Notice.

Roscommon CQ@aintains the accuracy, integritgpnfidentiality and relevancef personaldata based on the
processingpurpose.Adequatesecuritymechanismslesignedo protect personaldatamustbe usedto prevent
personal data from being stolen, misused, or abused, and prevent personal data breaches.

The Board of Roscommon CCC is responsible for compliance with the requirements listed in thislsection.
iswhen personaldatais accessedndusedthat it canbe at the greatestrisk of loss,corruption or theft:

* Whenworkingwith personaldatastaff shouldensurethat computersscreensare alwayslockedwhenleft
unattended

+ Personabatashouldnot be sharedinformally. It shouldneverbe sentby email,asthis form of
communication is not secure

* Precautionsieedto be putin placebeforetransferringdataelectronically(i.e. encryption)

+ Staffshouldnot savecopiesof personaldatato their own computersor devicesalwaysaccesshe central
copy of any data instead

+ Personatiatashouldneverbetransferredoutsideof the EuropearEconomidrea

+ Data stored on papeshould bekeptin a secure place where unauthorised people cannotisekhis also
applies to data usually stored electronically that has been printed. When not required the paper or files
shouldbe kept in ecabinet. Stafmustensure paper oprint outs are not lefivhere unauthorisegeople
canaccesshem. EG Printer. Datgprintouts shouldbe shreddedanddisposedof securelywhenno longer
required.

+ Datastoredelectronicallymustbe protectedfrom unauthorisedaccessaccidentadeletionand malicious
hacking attempts. Data should be protected by strong passwords that are changed regularly and never
shared. Data stored on removable media (CD, DVD, USB) should be kept locked away securely when not
being used. Data should only be stored on oloaped to designated drives and servers. Servers
containing personal data should be sited in a secure location away from public office space. Data should
be baked up frequently, backups should be tested regularly in line with backup procedures. Data should
never be saved directly to laptops or mobile devices like smart phones. All servers and computers
containing data should be protected by approved security software and a firewall.

* Physical security of the premises includes an alarm on the premises, offices are locked, locked filling
cabinets online datamanagemensystemghat are passwordprotected, filesare storedin appropriate
places and a shredded is used to dispose of documents and printed data.

Disclosureo ThirdParties
WheneverRoscommorCCQisesa third-party supplierto procesgpersonaldataon its behalf,the DataProtection
Officer (DPO) must ensure that this processor will provide security measures to safeguard personal data that is
appropriate to the associated risks.
RoscommorCCQ@nustcontractually requirehe supplierto providethe samelevelof data protection. Thesupplier
must only process personal data to carry out its contractual obligations for Roscommon CCC or upon the
instructions of Roscommon CCC and not for any other purposes.
Example®f the responsibilitief third partiescontractedby RoscommorCC@specially| Tcompanies:
* Toensureall systemsservicesand equipmentusedfor storingdatameetacceptablesecuritystandards
« Provide Roscommon CCC with verification statements and information in regards to the computer
systemgprovided
* Performregularchecksandscango ensuresecurityhardwareand softwarewherepersonaldatamaybe
stored is functioning properly

Rightsof Accessdy DataSubjects
Whenactingasadatacontroller, RoscommorCCGs responsibléo providedatasubjects withareasonableaccess
mechanism to enable them to access their personal data, and must allow them to update, rectify, erase, or
transmit their Personal Data, if appropriate or required by law. The access mechanism will be further detailed in
the Data Subject Access RegquiBrocedure.
In certaincircumstancegi.e. ChildProtectionandWelfare) theDataProtectionActallowspersonaldatato be
disclosed to relevant agencies in an appropriate manner without the consent of the data subject.
DataPortability
Allindividuals whaarethe subjectof personaldataheld by RoscommorCCGre entitled to askwhat information
is held about them and why, find out how to gain accesis, foe informed how to keep it up to date and have
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information on how RoscommorCCGs meetingits data protection obligations Anysuchrequestwill be dealt with
in line with GDPR aiming for a response time of 30 calendar days.

Rightto be forgotten
Uponrequest,datasubjectshavethe right to obtain from RoscommorCCQGhe erasureof its personaldata. This
must be done only in compliance with any legal or statutory obligations.

5. FairProcessingsuidelines

Personablatamustonly be processedvhenexplicitlyauthorisedby the DPO.
TheCompanymustdecidewhetherto performthe DataProtectionimpactAssessmenfor eachdataprocessing
activity according to the Data Retention Policy and Data Protection Impact Assessment Guidelines.
Simply put ifan employee decides to process, use personal data, that employee must get authorisation from the
DPO. Th®POwill then confirmif they havethe consentto carryout that activity andshouldthat employeehave
access to that personal information.

Noticesto DataSubjects- PrivacyNotice

At the time of collection,or before, collectingpersonaldatafor anykind of processingctivitiesthe DPQOs
responsible to properly inform data subjects of the following:

* thetypesof personaldatacollected

» the purposes of the processing

s processingnethods

e the data subjects’ rights with respect to their personal data,

+ theretention period,

+ if the datawill be sharedwith third parties

» RCCGecuritymeasurego protect personaldata.

This information is provided throughe PrivacyNotice. Where personal data is being shared with a tpiadty,

the DPO must ensure that data subjects have been notified of this through a Privacy Notice. Where sensitive
personaldatais beingcollected,the DPOmustmakesurethat the PrivacyNoticeexplicitly stateghe purposefor
which this sensitive personal data is being collected.

ObtainingConsent

TheDPOQOisresponsibldor retainingarecordof consent.TheDPQOis responsibldor providingdata subjectswith
options to provide the consent and must inform and ensure that their consent can be withdrawn at any time.
Where collection of personal data relates to a child under the age of 16, the DPO must ensure that parental
consent is giveprior to the collection using the Parental Consent Form. Personal data must optpdessed for
the purposefor whichthey wereoriginally collected. Ithe eventthat RoscommorCCGQvants to process collected
personaldatafor anotherpurpose,RoscommorCCQGnustseekthe consentof its datasubjectsin clearand concise
writing for that new process. Any such request should include the original purpose for which data was collected,
and alsahe new, or additional, purpose(syherequest must alsincludethe reason for thechangein purpose(s).
Once consent is obtained, if Roscommon CCC decides in the future it wants to use that collected data for
advertising a new service, they have to obtain consent again specifically for that.

6. OrganisationResponsibilities

The responsibility for ensuring appropriate personal data processing lies with everyone who works for or with
RoscommorCC@ndhasaccesdo personaldataprocessedy RoscommorCCC. Thieyareasof responsibilities

for processing personal data lie with the DPO.

DataProtection Officer

TheDataProtectionOfficeris responsibldor:

« Informingandadvisingcolleagueandthe committeeof their dataprotection obligationsand keeping
them aware aboutlata protection responsibilities, risk and issues

* Monitoringthe organisations&sDPRomplianceandreviewingall dataprotection proceduresandrelated
policies in line with an agreed schedule.

+ Handlingdataprotection questionsfrom staffandanyoneelsecoveredby this policy.

¢ Working withother staffas necessary tensureinitiatives abideby dataprotection principles and
approvinganydataprotection statementsattachedto communicationsuchasemailsandletters.
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* Dealingwith requestsfrom individualsto seethat dataRoscommorCountychildcareCommitteeCLG
holds about the data subject.

e Checking and approving any contracts or agreements with third parties that may handle the company’s
sensitivedataandevaluatingthird party servicesusedto store or processdata(E.g.sendmode)

* Addressing any data protection queries from outside of the organisation

+ Actingasapoint of contractandco-operatewith the dataprotectionauthority asrequired.

7. Responsdo PersonaDataBreachincidents

In Roscommon CCC we strive to ensure confidentiality in all of our communications with data subjects via email,
postandtext. When Roscommon C@&arns ofa suspected or actual personal data breatie, DPO must perform
aninternalinvestigationandtake appropriataemedialmeasuresn atimely manner,accordingo the DataBreach
Policy.

Wherethereisanyriskto the rightsandfreedomsof datasubjects RoscommorCCGCnustnotify the Irish Data
Protection Authorities (Data Commissioner) without undue delay and within 72 hours. Data subjects will be
notified if the breach results in ‘high risk’ to them. Records of all breaches will be kept by data controllers and
processors.

Whatisadatabreach?

Thereare manytypesof databreachesFor examplestaff may beemailingalist of service provideranimportant
noticefrom DCEDIYou preparethe emailandyouaccidentlyaddall of the serviceprovidersemailaddresseinto

the “To” field or the “Cc” field of the email and you send it — Thatisconsidereda databreachasyouhaveemailed

allonthe list everyone else’s email address. If you Bec (Blind Carbon Copy) all email addresses this would be

acceptableasother emailaddressegannotbe seen.

8. Audit and Accountability

TheDPGisresponsibldor auditinghow well individuals implementhis Policy. Checks wilbe carriedout on the
implementation of this policy regularly.

Anyemployeewho violatesthis Policywill be subjectto disciplinaryactionandthe employeemayalsobe subject
to civil or criminal liabilities if his/her conduct violates laws or regulations.

9. Conflictsof Law

ThisPolicyisintendedto complywith the lawsandregulationsin Irelandin whichRoscommorCC®perates.In
the event of any conflict between this Policy and applicable laws and regulations, the latter shall prevail.

10. ReferenceDocuments
Thereare certainlegaldocumentsthat arerelevantto this policyandwe refer to thesedocumentsthroughout.
For your information these documents are listed below:

* EUGDPR016/679(Regulation (ELB016/6790f the European Parliament anaf the Councilof 27 April
20160n the protection of natural personswith regardto the processingf personaldataandon the free
movement of such data, and repealing Directive 95/46/EC)

+ IrishDataProtectionAct,1988and AmendedAct2003.

9.1ICT/ComputeBackup/Disasterrecoverypolicy

Roscommon CCC employs an outside IT company to back up, recover and ensure computer systems of the
companyare encryptedandup to date. Checksare completedon aregularbasiswith areport sentto Roscommon
CCC of computers needing further back up and care.

9.2 SecuringPersonalk CompanyProperty

Youareremindedto take appropriatecareof company ancgersonalproperty atalltimes.Lockersare providedfor
all staff in the office for storage of personal items such as handbags, clothes, phones etc.

The Company will not be responsible for the loss or damage to employee’s property, including motor vehicles, bags,
moneyetc. on companypremisesor whilston anotherpremiseswhilstactingon behalfof the Company. Employees
shouldreport all property,lostor found,to the Managerimmediatelywho will retainthem whilstattemptsaremade
to discover the owner.

Pleaseensurethat sharedresourcessuchaslaptops,mobile phonesetc. (if suppliedwith theseaspart of yourrole)
areavailablein the officeif you are not scheduledo work, thisisto ensureother staff haveaccesgo resourceghey
may need which may at times be shared among staff personnel. Management will address any shortfall in shared
resources as they arise.
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9.3 AUTHORISERCCESS

You must ensure that all procedures and guidelines are followed when securing the building prior to leaving. The
keys and any security measures such as alarm codes must be kept safe at all times. You must not give the keys or
alarmcodeto anythird party unlessauthorisationis obtainedfrom your LineManager. Anylossor damagecaused

as a result ofour failure to follow procedures or your negligence in ensuring the safekeeping of the keys and

alarm code will result in disciplinary action which could lead to your summary dismissal.

SECTIONO0 Makinga ProtectedDisclosure- Whistleblowing

Whistle Blowing [Protected DisclosuresPolicy

Purpose

Roscommon CCC provides information, support and training to all Early Childhood Care and Education childcare
services including Parent and Toddler Groups and Childminders along with supporting the Government in
administering the national funding schemeghis policy is to ensure that Roscommon CCC remains committed to
the highest standards of openness and accountability in all aspects of their work.

Scope

This policy has been designed to enable all employees of Roscommon CCC, agency staff, students and board
membersto raisegenuineconcernssafelyandappropriately,andto discloseénformation whichthey believeshows
malpractice or impropriety without fear of victimisation.

Policyand Procedure

An important aspect odccountability and transparendy amechanism to allow staff and Board members to voice
concerns in a responsible and effective manner. It is a fundamental term of every contract of employment that an
employee will faithfully servéis or her employer and not disclose confidential information about the employer’s

affairs. Nevertheless, where an individual discovers information which they believe shows serious malpractice or
wrongdoing then this information should be disclosed internally without fear of reprisal, and there should be
arrangements to enable this to bdone independently of line management (although in most instances the
ROSCOMMON CCC Manager would be the most appropriate person to be told, otherwise the ROSCOMMON CCC
Chairperson).

It isadvisableo speakwith yourrelevantline managerin the first instanceif youhaveanyconcernsof malpractice.
It should be noted that an allegation may have serious consequences on a person’s reputation therefore if in doubt
talk to your immediate line manager for support.

It should be emphasised that this policy is intended to assist individuals who believe they have discovered
malpractice or impropriety within Roscommon CCC or externally in childcare services/organisations. As most
childcareservicegeceivegovernmentfundingRoscommorCCQasa duty to ensurepropergovernancasin place.

Once the "whistle blowing” procedures are in place, it is reasonable to expect staff to use them rather than air their
complaintsoutsidethe company.

Usingthe Whistleblowing/GrievancePolicy

The Whistleblowingpolicy is designed to enable employees of Roscommon CCC to raise concerns internally and at
ahighlevelandto disclosanformationwhichthe individualbelievesshowsmalpracticeor improprietyin all aspects
including financial irregularities, breaches of legislation, maltreatment of staff or children or any criminal activity
including suspected fraud.

The Grievance policy is designed to enable employees of the Company to raise internally general grievances that
they may have.This policy can be found within this Staff Handbook.

With a Whistleblowing and Grievance Policy in place it is expected that staff would use the policies appropriately
and that matters would be dealt with internally rather than externally given the provision of these policies.
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Protection
Thispolicyis designedo offer protectionto thoseemployeesof the companywho disclosesuchconcernsprovided
the disclosure is made in good faith.

Confidentiality

RoscommorCCvill treat all disclosuresn aconfidentialandsensitivemanner.Theidentity of the individualmaking

the allegation may be kept confidential so long as it does not hinder or frustrate any investigation. However, the
investigation process may reveal teeurce of the information and the individual making the disclosure may need
to provide a statement as part of the evidence required.

AnonymousAllegations

Thispolicyencouragesndividualsto put their nameto anydisclosureshey make.Concerngxpressednonymously

are much less credible, but they may be considered at the discretion of the company

Inexercisinghis discretion,the factorsto be takeninto accountwill include:

» Theseriousnessftheissuegaised
« The credibility of the concern
s The likelihood of confirming the allegation from attributable sources

Untrue Allegations

If anindividualmakesan allegationin goodfaith, whichis not confirmedby subsequeninvestigationno actionwill
betakenagainstthat individual.In makinga disclosurehe individualshouldexerciseduecareto ensurethe accuracy
of the information. If, however, an individual makes malicious or vexatious allegations, and particutarty iEhe
persists with making them, disciplinary action may be taken against that individual.

Proceduredor Makinga Disclosure

On receipt of a disclosure regarding malpractice or impropriety the member of staff must pass this information as
soon as is reasonably possible to their relevant line manager who will decide what action to take.

If the complaintis againsta staff memberthe appropriatepolicywill be invoked(discipline grievanceetc).

If the disclosurerelates to child protection the companywill refer to our Child SafeguardingStatementand
associated policies.

If the disclosure relates to irregularities, lack of governance or malpractice within an external organisation the
ROSCOMMORNCManagerwill refer this to the ROSCOMMORC@oardwho will devisean actionplanregarding

which mayinvolvereporting the disclosureto athird party (e.g., fundingagency, WorkplacRelationsgCommission,
TUSLAGardaidependingon the natureand contentof the disclosure).Alternatively this taskmaybe delegatedto

the ROSCOMMON CCC Manager.

Timescales

Due to thevaried nature of complaints/disclosure which may invdhternal investigators and / or external third
partiesincludingthe Gardaijt is not possibleto lay down precisetimescaledor suchinvestigationsTheBoardwill
ensure that the investigations are undertaken as quickly as possible.

SECTION Digital & Media Policy

11.1 EMAILANDINTERNEROLICY

Introduction

The purpose of the Internet and-rRail policy is to provide a framework to ensure that there is continuity of
proceduredn the usageof Internetand Emailwithin the CompanyThelnternetand E-mail systemhaveestablished
themselves as an important communications facility within the Company and have provided us with contact with
professional and academic sources throughout the world.

Therefore, to ensure that we are able to utilise the system to its optimum we have devised a policy that provides
maximumuse of the facility whilst ensuringcompliancewith the legislationthroughout. CompanyEmail and
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internet facilities are monitored on a regular basiExcessive or inappropriate use of these facilities will result in
disciplinary action, up to and including dismissal.

Internet
Where appropriate duly authorised staff are encouraged to make use of the Internet as part of their official and
professional activities.Attention must be paid to ensuring that published information has relevance to normal
professional activities before material is released in the Company naiigere personal views are expressed a
disclaimerstatingthat thisisthe caseshouldbe clearlyaddedto all correspondence Theintellectualproperty right
andcopyrightmustnot be compromisedvhenpublishingon the Internet. Theavailabilityandvarietyof information

on thelnternet has meant that it cabe used toobtain materialreasonably consideretb be offensive.Theuseof

the Internet to access and/adistribute anykind of offensivematerial,or non-related employmenissues)eavean
individual liable to disciplinary action which could lead to dismis$alese provisions apply to internet usage on
Company mobile phones also.

EMail

Theuseof the EMail systems encouragedasits appropriateusefacilitates efficiency.Usedcorrectlyit is afacility

that is of assistance to employeemappropriate use however causes many problems including distractions, time
wasting and legal claim3.he procedure sets out the Company's position on the correct use of-MailEsystem.

Procedures AuthorisedUse

+ Unauthorisedrinappropriateuseof the E-Mail systemmayresultin disciplinaryactionwhichcouldinclude
summary dismissal.

+ The EMail system is available for communication and matters directly concerned with the legitimate
business of the Company. Employees using thdalt system should give particular attention to the
following points:

+ AllEmailmessagesomplywith Companycommunicatiorstandards.

+» EMail messageandcopiesshouldonly be sentto thosefor whomthey are particularlyrelevant.

» EMail should not be used as a substitute for faoeface communication or telephone contacElame
mails (i.e. EMails that are abusive) must not be sertlasty messages sent without proper consideration
can cause upset, concern or misunderstanding.

+ |f EMail is confidential thaiser must ensur¢hat the necessary steps atakento protect confidentiality.

The Company wible liable for infringing copyright cany defamatory information that is circulated either

within the Company or to external users of the system.

+ Offersor contractstransmitted by E-Mail are aslegallybindingon the Companyasthosesenton paper.

+ TheCompanywill not tolerate excessiveiseof the EMail/Internet systemfor personaluse,andshouldnot
be used for unofficial or inappropriate purposes, including:

+ Any messages that could constitute bullying, harassment or other detriment.

+ Personalisewherethisinterfereswith work (e.g.socialinvitations,personaimessagesjloggingjokes,
cartoons, downloading music/films/clips chain letters, buying or selling of goods, accessing social
networking sites or other private matters).

+ Use of social networking sites during your working hours is strictly forbiddaue to the lack of
confidentiality of these sites contact with clients/customers or their employees outside your working

hours must not make reference to Roscommon CCC or discuss business related to Roscommon CCC.

Failure to abide by this policy may leaal disciplinary action which could result in your dismissal
depending on the seriousness of the breach.

Ontline gambling.

Accessing or transmitting pornography.

Transmitting copyright information and/or any software available to the user.

Posting confidential information about other employees, the Company or its customers or suppliers.

kel

Monitoring

Wereservethe right to monitor all e-mail/internet activity by you for the purposesof ensuringcompliancewith our
policies and procedures and of ensuring compliance with the relevant regulatory requirements. This includes
monitoring of any additional accounts you may be requested to set up for the purposes of performing your work
tasks, which are subjectto the samerules as your work email account. Information acquired through such
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monitoringmay be used as evidence in disciplinary proceedings. Monitoring your usage will mean processing your
personal data. You may read more about theta wehold on youwhy we hold itandthe lawful basis thaapplies
in the employee privacy notice.

VIRUSPROTECTIGMROCEDURES

Inorderto preventthe introductionof viruscontaminationinto the softwaresystenthe followingmustbe observed:
4+ Unauthorised software including public domain software or Internet downloads must not be used.
+ All software must be virus checked using standard testing procedures before being used.

STATEMENTI®OTHEMEDIA
Anystatementsto reportersfrom newspaperstadio, television,etc. in relation to our businesswill be givenonly by
Roscommon CCC Manager.

USBEOFSOCIANETWORKINSITES

Any workrelated issue or material that could identify an individual who is a client or work colleague, which could
adversely affect theompany a client oour relationship withany client musnot be placed on a social networking
site. Thismeansthat work related matters, must not be placedon anysuch siteat anytime either duringor outside

of working hours and includes access via any computer equipment, mobile phone or mobile devices.

USBEOFSOCIANETWORKINSITEFORCOMPANBUSINESS

It may be a requirement of your role that you must use social networking sites to promote and further the
development of the business. Any work or material created during the course of your employment remains the
property of the Company and is inclusiveanlfy pages or contacts obtained on naork computers or outside of
normalworkinghours.Uponterminationof youremployment,youwill be requiredto turn overall contactsobtained

via social media outlets and delete any profiles created by you durmgdhrse of your employment.

ABUSEOFANYSOCIANETWORKINBROFILES

The Companyakes its responsibility towards its employees very seriously, atighihofthis all employees should
be aware that it will be considered an offence to abuse another employee’s social networking profile on Company
time, by usingCompanyequipment,or whichimplicatesthe Companyn anyway.Abuseof socialnetworkingprofiles
is considered to be the posting of offensive comments, pictures, links or otherwise on any employee’s social
networking profile/page.

As an employee you should not access social networking sites during working hours, however if accessing these
pages on designated rest breaks or outside of working hours you should not put yourself in a position where your
profile is susceptible to hackiday any employee.

Any employee who is found to have abused any employee’s account may be in breach of the Company’s Harassment
and/or Equalitypoliciesandmaybe subjectto disciplinaryaction,up to andincludingdismissal.

USEOFCOMPUTERQUIPMENT

In order to control the use of the Company’s computer equipment and reduce the risk of contamination the following
will apply=

Theintroduction of new softwaremustfirst of all be checkedand authorisedby anominatedseniormemberof the
Company before general use will be permitted.

Only authorised staff should have access to the Company’s computer equipment.

Only authorised software may be used on any of the Company’s computer equipment.

Only software that is used for business applications may be used.

No software may be brought onto or taken from the Company’s premises without prior authorisatiaon.
Unauthorisedaccess to the computer facility will result in disciplinary action.

Unauthorised copying and/or removal of computer equipment/software will result in disciplinary action,
such actions could lead to dismissal.

e

COMPANY'RIGHTOFACCESS
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Please note that we reserve the right and will exercise the right, when appropriate, to review, audit, intercept,
archive, access and disclosémessagesreated, received osent over thecomputersystem. Ifrequested you are
obliged to provide your Line Manager with all passwords for your computer system.

11.2 COMMUNICATIONS

ROSCOMMON CCC is committed to a policy of efficient and effective communication in regard to all matters in
relation to the childcare sector under the National Childcare Investment Programmes and through the
incorporation of the National Childcare Schenmrnunication and engagement policy into Roscommon CCC
work. The purpose of this policy is to ensure communications to and from Roscommon CCC is in line with any
DCEDIY communication strategy as well as being timely and accurate. This Standard Opedurdi®

compiled in line witRoscommon CCC Statementébrk (SOW) and thprocedures below must be followed by
allRoscommorCCGtaff membersto ensurecompliance withthe statementof work agreedto. RoscommorCCC
ensures internal and external systems are in place to record and demonstrate evidence of meeting targets and
delivering on all actions funded by DCEDIY. Roscommon County Childcare Committee CLG endeavours to
communicate effectively as a team througtetbse of:

BrightHR

Ms Teamsand/or other companywork applicationsasindicatedby management

Internal telephone systems

Internal Email or systems as required

InternalWorkrecordingdatabasesystem(Sendmode)

Team meetings

Supervisiorand Support/Oneto-one meetingsncludinginformal one-to-one meetingswith relevantline

manager

Peer Support & Mentoring

ContinuingProfessionaDevelopmeni{ CPDppportunitiesrelevantto staffroles

Staff Memos/Circulars

Open access to policies and procedures (available on BrightHR)

Open access to shared files (as well as hard copies) as appropriate

ThroughCollaborativevork with DCEDIY/Pobal/CCl/Lo&aNationalAgencies/BoartMembers

Roscommon CCC Website & Social media Platforms
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The following supporting documents should be used by Roscommon CCC staff for signposting/reference and

inclusionin our annualStatementOf Work (SOW)and Locallmplementation Plan(LIP)(but are not limited to):

++ First 5, A Wholef-Government Strategy for Babies, Young Children and their Families

The Childcare Act 1991 (Early Years Services) Regulations 2016

The Childcare Act 1991 (Early Years Services) (Amendment) Regulations 2016

ChildcareAct1991 (EarlyYearsServices]Registratiorof SchoolAgeServicesRegulation®2018.

Children First: National Guidance for the Protection and Welfare of Children 2017

NationalVettingBureau(Children& VulnerablePersonsActs2012to 2016

Children First Act 2015

Childand FamilyAgencyAct 2013(Governmenbf Ireland2013)

Quality and Regulatory Framework (QRF)

A Guideto PlanningRequirementdor EarlyYears ServiceReRegistratiorand Changenf Circumstances,

August 2019

Siolta, TheNationalQuality Frameworkfor EarlyChildhoodEducation CECDEO006)

Aistear, the Early Childhood Curriculum Framework (NCCA 2009)

Aistear Siolta Practice Guide (NCCA 2015)

BuildingRegulationsandthe related TechnicalsuidanceDocumentse.g.HeatingRequirementsassetout by

the Department of the Environment, Community and Local Government (2014) Heat Producing Appliances

Technical Guidance Documents

FireSafetyl egislationfire certificationandassociatedechnicalguidanceassuedby the Departmentof the

Environment, Heritage and Local Government 2006;

++ Fire Services Act 1981

<+ Fire Safety in Preschools 1999

% FoodSafetyandHygieneRegulation®.g.FoodHygieneRegulationd 950-89, the EuropeanCommunities
(Hygiene of Foodstuffs) Regulations 2006 (SI No 369) Regulation.

% Public Health (Tobacco) Act 2002
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*,
o

National Standards Authority of Ireland guidelines
DPER Circular “13/2014”"

Freedom of Information Act, 2014
GeneraDataProtectionRegulatiolGDPR)

Data Protection Acts 19882003

Better Outcomes, Brighter Futures

Access and Inclusion Model (AIM) Rules

Rules for DCEDIY Childcare Funding Programmes

*
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CommunicationProcedureasper annual StatementOf Work (SOW):
* Allcommunicationgrom Roscommorno stakeholdersarein line with any DCEDIdmmunication
strategies and must be timely and accurate.

s Allcommunicationsrom RoscommorCountyChildcaresCommitteeto stakeholdersaredeliveredin a
professional manner.

+ Onlythe publicitymaterialsandinformation providedby DCEDIdT approvedby DCEDIM advanceare
used by Roscommon County Childcare Committees

« Communications are of one brand and directed by DCEDIY. Roscommon CCCs should not develop,
commissioror reproducelocalpublicationsor reportsor their own communicationsnaterials.Costs
associated with these publications are not eligible for funding from DCEDIY.

+ Informationprovidedby RCC@ersonnelto ELGnd SAGerviceprovidersby phonemustbefollowed up
by an email to the relevant service provider to ensure that there is a clear record of the information
providedif required at a later date and to avoid any ambiguity regarding the discussion and lessen the
opportunity for a misunderstanding or the information being misconstrued.

e Information on Roscommon County Childcare Committees’ website is up to date with DCEDI#pproved
information. This information must be accurate and include opening and closing dates for the CCC
supports and services, highlighting upcoming training and information events.

o RoscommorCountyChildcare Committeandor their representativeshouldwork in partnershipwith all
relevant mechanisms of support e.g. (Tusla EYI, DES EYEI, Better Start, VCOs and Pobal).

e Earlylearningand careandschoolagechildcareservicesparents,guardianschildmindersandtheir local
communitiesare fully aware of the existenceof RoscommorCountyChildcareCommittee their supports
and services and how they can help.

o Informationon other relevantservicess availableandup to date, includingcontactdetailswhen
signposting and making referrals.

e Informationprovidedin relationto AIMis up to dateandis disseminatedasinitiativesare developedand
rolled out. Information and publicity must be in line with the DCEDNA Communication Strategy.

e TheNationalChildcaréSchemgNCSCommunicatiorand EngagemenStrategyincludesthe National
Childcare Scheme (NCS) Communication SOP for staff (see in appendices)

e Participation by early learning and care’ and school-agechildcareservicesn the annualsectorprofile is
promotedandencouraged.

¢ Thenational CCGvebsitewww.myccc.ieoutlinesthe role of CCC#or parentsand servicesandis linked
to each CCC website. This website should be referred to in correspondence, email taglines and
collaborative documentation to raise awareness.

MAIL

IncomingMail
Asperthe ROSCOMMOGBCGuidefor BoardMembers the followingwill be followedin relationto correspondence
for board members:
a) ltemsreceivedmarkedPersonalPrivate orConfidentiawill be opened byhe ROSCOMMOGIC@/anager.
b) Allother correspondencevill be openedanddistributedby ROSCOMMONCGtaff.
¢) Ifindoubtstaff shouldleavemailunopenedandalert Managerto sameimmediatelysothat they candeal
with it on behalf of the board.

All Other Mail:
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http://www.myccc.ie/

e Managerof ROSCOMMONCGo receiveincomingmailincludinge-mailthat is deemedappropriateby the
Administrator and/or other ROSCOMMON GEGf members but if in doubt th&anager should receive
it and will distribute appropriately. If addressed to a CDO then mail to go directly to the CDO.

o Managerwill then assigrmailto appropriatepersonnelwherenecessary.

e Incoming mail marked “Confidential or Private & Personal” should go directly to the addressee unopened,
recordit inincomingmail bookwith nameof addresseandthe factthat it is confidential.Confidentiaimail
or mail which is deemed important should be brought directly to the staff member immediately and not
left in post box of staff.

+ All incoming and outgoing-mails to be saved in monthly folder in Microsoft Outlook and/or RCCC
Sendmode database and archived as appropriate.

» All Staff should alert the RCCC Manager to mail which they deem important and needing attention thus
avoid leaving it in the Managers post box.

OutgoingMail

e 1. Alloutgoingmaile-mailsin relationto Administration/Finance/Budgets/HumaResources/Payroll
where appropriate should be authorised in advance by Manager of ROSCOMMON CCC in relation to
ROSCOMMON CCC and should be cc to RCCC Manager with no exceptions

e 2. All mail/email sent from ROSCOMMON CCRdioal/DCEDIY/Dept. Education & Skills/other
departmentsthat fund initiatives/Boardof ROSCOMMONCGhouldbe ccto Managerwith no
exceptions

e 3. All outgoing mail to be recorded in ROSCOMMON CCCs internal Work Recording database system
(sendmodernd savedin relevantfile (seekadvicefrom RCC®lanagerif in doubt). All outgoinge-mailsto
be saved in monthly folder in Microsoft Outlook and/or Sendmode and archived as appropriate.

s 4(A) Draft lettersor itemsfor the media willonly be authorisedto be releasedto the mediaor printed for
posting once the Manager of ROSCOMMON CCC or designate has initialled the final copy prior to placing
on ROSCOMMON CCC headed paper for final signature & sign off.

e 5. Items such as press releases, annual training calendar, conference brochures, leaflets etc. will be proof
read by the lead person assigned before final print off and release into media/website.

¢ 6.Inthe absenceof the ROSCOMMONCQManagerthe Managerwill appointanothermemberof staffto
sign off on documents before release. Media documentation should have a sign off from ROSCOMMON
CCC before being given the go ahead to print.

N.B. An email message may legally bind ROSCOMMON CCC contractually in certain instances without
the proper authority being obtained internally.

e 7.The aboveprocedures must applin relation to large maibuts orletters draftedfor ROSCOMMON CCC
Childcare Development Officers (CDO) by Administration and Clerical Staff of ROSCOMMON CCC.
ROSCOMMONCG@eadstaff membermustsignoff final documentasabovein No.4 andsignoff document
plus final copy to be filed in relevant file.

e 8.Inthe casewherea staff memberis unsureof wording inaletter beingdraftedin relationto achildcare
provider, group requesting funding, any public bodies, funder’s or in relation to any correspondence in
relation to Expression Of Interest’s (EOI's) or Project Proposal Framework Documents (PPF’s) then it is
importantthat they discusst with the Managerof ROSC®MON CCC and together the CDO’s and Manager
agree a format for the relevant correspondence.

 Emailgo colleagues/fellonemployeesshouldnot be Bcecunlessit isamassemailandfor dataprotection
reasons as this may be seen as a breach of trust

Useof e-mail
E-mailis a personalcomputerisedand efficient communicatiorsystemwhich enablesthe sendingandreceivingof
messages between staff and between ROSCOMMON CCC and its clients/suppliers and all others who come in
contact with the Board. Documents and materials can be attachedniaiés. The amail can effectively bypass
typewritten documents, faxes and the ng¢o post documents. There are however risks attachethssending
of emails, as follows:
1. Yourmessage magoto personsotherthanthe intendedrecipientandif confidentialor commerciallysensitive
this could be damaging to ROSCOMMON CCC.
2. Emailmessagesancarrycomputerviruseswhichare particularlydangerouso ROSCOMMOENC@omputer
operations generally.
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3. Letters,filesandother documents attachedo e-mails may belongp othersandthere may becopyright
implications in sending or receiving them without permission.

4. Email is speedy and as such, messages written in haste or written carelessly are sent simultaneously and
without the opportunity to checkor rephrase.Thiscouldgiveriseto legalliability on ROSCOMMONC@art
such as claims for defamation, etc.

5. Ane-mail message majegallybind ROSCOMMORNContractuallyin certaininstanceswithout the proper
authority being obtained internally.

6. It shouldbe rememberedthat all personaldatacontainedin e-mails maybe accessibleinder GDPRegislation
and, furthermore, a substantial portion ofraails to Government and other public bodies may be accessible
under Freedom of Information legislation.

7. Emailsshouldberegardedaspotentially publicinformation, whichcarrya heightenedrisk of legalliability for
the sender, the recipient and the organisations for whom they work.

Rulesfor e-mail use

In orderto avoidor reducethe risks inherenin the useof e-mail withinROSCOMMORCCthe followingrules are

necessary:

1. ROSCOMMON CCC namimcluded in the heading carried with every message seatRQSCOMMON CCC

staff member.Thisreflectson ROSCOMMONCGmageandreputation. Therefore,e-mail messagesustbe

appropriate and professional.

Emailsignatureshouldincludereferencesasdirectedby RCC®anagersuchasdepartmentlogosandtaglines

Emaildrom RCC®anagerto RCCGtaff shouldbe prioritisedfor responseandfollow up

4. Email is not for private purposes nor shouldv&il be used for any purpose, other than ROSCOMMON CCC
businessAlle-mailsissuedfrom ROSCOMMONCC wiltarrya disclaimerstatingthat the e-mailisintended
only for ROSCOMMON CCC use and if used for any other purpose a named person should be contacted
immediately within ROSCOMMON CCC.

5. Particularcareshouldbe takenwhensendingconfidentialor commerciallysensitiveinformation. If in doubt,
please consult the ROSCOMMON CCC Manager.

6. Greatcareshouldalsobetakenwhenattachingdocumentsasthe easewith whichemployeescandownload
files from the Internet or ‘cut and paste’ materials from electronic sources increases the risks of infringement
of the rights ofothers, particularlyintellectualproperty and other proprietaryrights. Alsoattachingdocuments
maygiveriseto the releaseof information not intended,hencethe importanceof vetting attachments Againif
in doubt, please consult with the ROSCOMMON CCC Manager.

7. While email is a fast and efficient method of business communication, employees must not overlook the fact
that it has the same legal effect as written communicatiobsie to the permanent nature of-mails and the
legalimplicationsto both the company and employeemessageshould bewritten andformatted in the same
mannerasstandardwritten companycommunications.Thewording,tone andlanguageshouldbe conciseand
carefully prepared by employees in orderawoid ambiguity, inaccuracy, claims of defamation, breach of
confidentiality and the possibility of offending anyone. Spell checks should be carried out if required in the
same manner as standard written communications and filed appropriately.

8. Donot subscribeo electronicservicesor other contractson behalfof ROSCOMMONRCQinlessyouhavethe
express authority to do so. Authority for subscriptions including electronic subscriptions, rest with the
ROSCOMMON CCC Manager.

9. If youreceiveany offensiveunpleasantharassingr intimidatingmessagesiathe e-mailyou arerequestedto
inform the ROSCOMMON CCC Manager immediately. It is important that we tracesadls as quickly as
possible.

10.Anyimportant or potentially contentiouscommunicationvhichyou havereceivedthroughe-mail shouldbe
printed and a hard copy kefé.g. confirmation of order, letters pertaining to funding applications from
childcareservicesand/or Pobal/DCEDI&tc.). Whereimportant to do soyou shouldobtain confirmationthat
the recipient has received yourraail.

11.Documentpreparedoy ROSCOMMORCQor clients/supplieranaybe attachedviathe e-mail. However,
excerpts from reports other than our own, if substantial, may be in breach of copyright and the author’s
consent ought to be obtained particularly where taken out of its original context. Information received from a
client/suppliershouldnot bereleasedo anotherclient/supplierwithout prior consentof the originalsender.If
in doubt, consult with the ROSCOMMON CCC Manager.

12.ROSCOMMON CCC reserves and intends to exercise the right to review, audit, intercept, access and disclose
all messages created, received or sent over the electronic mail system for any purpbsmmputer pass
codesmustbe providedto the ROSCOMMONCanager No passcodemay beusedthat is unknownto the

wn
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company. Notwithstanding the company’s right to retrieve and read any electronic mail messages, such

messages should be treated as confidential by other employees and accessed only by the intended recipient.
Employeesrenot authorisedto retrieve or read anye-mail messageshat are not sentto them. Anyexception

to this policymustreceiveprior approvalfrom the ROSCOMMON C@®@nagerHowever the confidentiality of

any messagshouldnot beassumed. Evewhenamessageés erasedt is still possibleto retrieveandreadthat
message. If any breach of own®il policy is observed then disciplinary action up to and including dismissal
may be taken.

Internet Policy

ROSCOMMORCasaccesdo the Internetthroughbroadbandprovidedby companyserviceprovider.Such
acces®nablesstaffto obtaininformation specificto their role within ROSCOMMONC@ndenablestwo way
communications with sites appropriate to that role. Many of the internet’s activities are for recreational and
privateuseandare unrelatedto ROSCOMMONCC businesBorthat reasonaccesgo the internet isrestricted
under the following conditions:

Internet Rules
1. ROSCOMMON CCC internet connections are intended for activities that either support ROSCOMMON CCC
businesr the professionabdevelopmentof employeesWeb surfingunrelatedto theseactivitiesis strictly
forbidden.Staffmembers whonin the opinion of the Boardhaveabusedthis willbe subjectto disciplinary
sanction.
Internetusagewill be monitored on a systematicdasisby the ROSCOMMONCQ/anager.
3. Topreventcomputervirusesbeingtransmittedthroughthe systemthere will be no unauthoriseddownloading
of any software. All software downloads will be done only after authorisation by the ROSCOMMON CCC
Manager.

N

PasswordProtection

~ Inthe courseof yourwork youwill be requiredto passwordorotect systems thatyou haveaccesdo. These
passwords are for your personal use exclusively and sharing them or allowing access to them to any other
person outside the company is considered a serious breach of office rules, which will result in disciplinary
action up to and including dismisséhdividuals must change passwords as frequently as requested by the
ROSCOMMON CCC Manager.

~ Itistheresponsibility okachindividualemployeeto inform their directline Managerif they cannotaccess any
of ROSCOMMON CCC files/communication systems required to carry out their role i.e. e
mail/internet/telephone/hard and soft computer files. Failure to report a system fault is regarded as serious
misconduct and will result in disciplinary actibeing taken.

~ Laptopsmobilephones/devicesmndother ITequipmentare providedfor staffto assistheir field work/out of
office work and are the property of ROSCOMMON CCC at all flilnese are encrypted and password
protected and these details should not be shared with anyone other than the ROSCOMMON CCC
Manager/Administrator.

~ ltis the responsibility of the staff member assigned to a company laptop, mobile phone or piece of IT
equipmentto ensurethat it iskept safely atalltimes andkeptin goodrepair,anyfaults shouldbe reportedto
ROSCOMMON CCC Manager/Administrator. Company laptops, mobile phones or IT equipment should not be
left unattended in cars.

~ As company laptops, IT equipment, molpleones will be shared by other staff members they should be left
with managemenin the ROSCOMMONC®fficewhenstaff membersare on annualleaveor not scheduled
to work

~ Staff must informthe RCC®™anager of any passwords created on amork-related documents.

N.B:Confidentialityis of utmostimportancein the courseof yourwork with ROSCOMMORCC.
INFRINGEMENBREACKBOFINTERNEANDEMAILRULES

Anybreacheof theseruleswill be treated seriouslyand will be subjectto disciplinaryactionup to andincluding
dismissal. For details of our disciplinary procedures please refer to our staff handbook.
ROSCOMMORCCmternal CommunicationTools

All staffarerequiredto useSendmodeBrightHR/CollaboratioRortal/My CC@ortal/TheHive/SONRA and/or
other communication/applicationsoftwareinstalledon their computersfor communicatiorandwork related
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purposes.Eachstaff memberis givena passwordwhichthey mustnot sharewith anyone. TheROSCOMMO®ECC
Manager has access to all passwords and can also access staff computers through an administrator password. All
notes recorded in any internal communication tools should be treated the same as with any other ROSCOMMON
CCC correspondence.

Monitoring

Managers are authorised to monitor and record the activities of all users on the sy#tésrour objective that
suchmonitoringwill be requiredon anon-goingbasis andwill be occasionallyusedto audit practicesHowever,
the company retains the right to monitor each individuaFmail, internet, phone and PC activity to ensure the
protection of all employees and that there is no abuse of privilege.

Abuseand DisciplinaryProcedure

Any employedound to be abusing the company electronic communication systeahiding email and internet

use,or not operatingin line with this policy,will be subjectto the company disciplinargctionup to andincluding

dismissal.

¢ CountyRoscommorCountyChildcarecCommitteeCLGeserveghe right to examineanyfilesheldonits
computer systems.

+ Anyuserfoundin breachof this Policy shalbe liablefor legaland CountyRoscommorCountyChildcare
Committee CLG disciplinary procedures.

+ Thisdocumentis subjectto regularreviewandwill be re-issuedwhenrevisionsare necessary

It isthe responsibility olachindividualemployeeto inform their directline Managerif they cannotaccessany of

ROSCOMMON CCC files/communication systems required to carry out their role i.e.

email/internet/telephone/hard and soft computer files/systems. Failure to report a system fault is regarded as

serious misconduct and will result in disciplinary action geaken.

In Summary

Thelnternetande-mail shouldnot be usedfor:

- Personabainor profit

- Torepresentyourselfassomeoneelse

- Topostor downloadmessagesvhichcontainpolitical views

- To post or download messages that contain inappropriate, obscene, inflammatory, intimidatory, harassing,
defamatory,disruptiveor otherwiseoffensivelanguageand anythingthat will reflect poorly on ROSCOMMO®RCC
name and professional reputation

- Toadvertiseor otherwisesupportunauthorisedor illegalactivities

- Toprovidelistsor information aboutROSCOMMONCC employees/boardembersto othersand/or to send
classified information without approval

- Whenit interfereswith job responsibilities Thisincludesspendingunreasonableand unwarrantedtime on the
internet or on email activities.

Internet Accesss conditionalon the followingadditionalrulesbeingobserved:

(a) Internetisfor ROSCOMMONC®usinesnly. It shouldnot be usedfor anyprivateor other use.

(b) To access, download or send any indecent, obscene, pornographic, sexist, racist, defamatory or other
inappropriatematerials, asvell asthe circulationof suchmaterials,will be a dismissibleoffence. This rulsvill be
strictly enforced and is viewed as very serious with potential criminal liabilities atisng from. The Gardai or
other appropriate authority will be informed, where appropriate.

(c)ROSCOMMON CCC has a web page which should not be interfered with nor changed in any way without prior
authorisation.Authorisationfor anyamendmentor changeto ROSCOMMORNCGveb pagesrestsexclusivelywith
the ROSCOMMON CCC Manager.

(d) Use of publienessaging systems on the internet should not be usgdtaff savewith the specific written
permissionof the ROSCOMMORCQVanager.Publicmessagingystemsncludeusergroups,specialinterest
forums and bulletin boards.

SECTION?2 Standards

12.1 Attendance& Punctuality
Youshouldbe conscientiougboutyour attendanceand punctuality atwork, youare part of ateamandgetting
the work done depends on everyone being in the right place at the right time. Lack of punctuality or regular
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absences fromvork maygiveriseto disciplinary actionincludingdismissailvhere consideredappropriateby the
Company- where you are unable to attend work you must notify the ROSCOMMON CCC Manager within 15
minutesof normalstartingtime i.e. 9.45amby contactingher on her directline or mobilenumber. Allemployees
are required to contact their line Manager directly.

12.2 GreenOffice Policy

We maintain a policy of "minimum waste" which is essential to the-effsttive and efficient running of all our
operations.

AtROSCOMMONCGve recognisehat we haveenvironmentalkesponsibilitiesandtherefore operateour officeas
far as is practical in a way that conserves the natural environment.

Generalprinciples

The purpose of this policy is to provide guidanceto staff and list measuresto take on how to minimise the

organisations impact on the natural environment.

Youare able to promote this policy by taking extra care during your normal duties by avoidingunnecessaryor
extravagant use of services, time, energy, etc., and the following points are illustrations -of this:

+ Handle machines, equipment and stock with care.

4+ Turnoff anyunnecessarjightingandheating. Keepdoorsclosedwhenevemossibleanddo notallowtaps
to drip.

+ Ask for other work if your job has come to a standstill.

+ Start with the minimum of delay after arriving for work and after breaks.

ConsumptionlUSH_ESS
Printing The companyromotes a paperless environmewhere possible. All staff are requested to cooperate

with this. Paperandink cartridgeswill be providedfor essentiaprinting throughthe normalcompanypurchase
order processes.

Lighting- switchoff lightsif the room is unoccupiedor when naturallight is showing.Whereverpossibleuseenergy
efficient light bulbs

Temperature— only switch heaters on if the room is cold and occupied. Only use electric fans if the room
temperaturecannotbe loweredby openingwindowsandclosingblind. If sharingan office consideryour colleagues

and if they are comfortable with the temperature, background noise etc.

ElectricaEquipment- switchoff electricalequipmentwhennot in use.

Paper & card- always use paper and card on both sides. Make double sided computer prints and use the draft
printing option wherever possible (black & White). Make double sided photocopies, check before disposing of
photocopies to avoided disposing of useful information

Waste:MINIMISEANDRECYCLE

Stationary- reducestationarywhereverpossible Removeausableitemsor partsbeforedisposingyf waste.Recycling

— use recyclable goods in preference to disposable alternatives. Recycle paper, metal, glass, plastics, organics and
other goods, if feasible for collection. Staff need to separate waste and use appropriate bin to dispose of it.

12.3 GeneralHousekeeping

~ The Company considers it important to maintain a clean working environment, and to ensure that the
cleanlinesandtidinessof the premisedskeptto a highstandardfor the purposeof hygiene safetyand
customer satisfaction. All employees are required to contribute to maintaining a clean and healthy
working environment, thereby showing courtesy to fellow employees and visitors.

~ Allemployeesareresponsiblego ensurethat all areas that theyuseare kept clean and tidyo the highest
standardspossible Theseareasmayincludeyour workstation,receptionarea, printing and photocopying
area, canteen and any communal areas you use, etc.

~ Allpersonalbelongingd.e. handbagsgoats,etc. shouldbe storedsafelyduringyour workingdayin the
staff lockers provided by the company.

~ Staffmust ensurehat their work areais left clearat the endof the workday,with allequipmentand
documentationput away.Pleaselo not storefood in yourwork area,the kitthenhasamplestorage.
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» Thecompanyoperatea cleandeskpolicytherefore workstationsshouldbe kept cleanand company
documentation should not be left unattended while on breaks.

» All company documentation should be filed away at a minimum on a weekly basis with no company
documentationin employees filinglrawers/otherareas there arelockedcabinetsfor thesepurposes.

~ Workstationsmaybe sharedtherefore staff are advisedto havetheir desk/workstationcleanat the end
of each working day in case of staff rotation

12.4 Standard=f Dress

Youareexpectedto maintainstandardsof dressand appearancegppropriateto the environmentin whichyou

work.

Allemployees are required to maintaahigh standard opersonalgroomingand personahygieneand shoulchot
distract others or create a safety hazard whilst at work.

Asyou areliableto comeinto contactwith customersandmembersof the public,it isimportant that you presenta
professionaimagewith regardto appearanceindstandardsof dress. Whereauniformis provided,it mustbeworn

at all times whilst at work and laundered on a regular ba¥ithere a uniform is not provided, you should wear
clothes appropriate to your job responsibilities, and they should be kept clean and tidy at all times.

On the termination of your employment, you must return all items of your uniform to us. Failure to return such
items will result in the cost of the items being deducted from any monies outstanding to you.

12.5CustomerService

Goodcustomerserviceis essentiafor our businesgo be successful; it iap to everyoneto ensurethat they provide thehighest
standard of Customer Service and promote the business professionally to our customers. Staff in other departments/areas,
suppliers and everyone we come into contact with through work is deemed a customer in this respect.

12.6 RoscommorCountyChildcareCommitteeCustomerCharter& ClientComplaintsProcedures
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RoscommorCountyChildcareCommittee CLGCustomerCharter& ClientComplaintsProcedures
Who we are?
RoscommorCountyChildcarecCommitteeCLGRoscommorCCCiole at localcountylevelisto:
(a) Actasthe localagentof the Departmentof Children Equality Disability Integrationand Youth (DCEDI¥)the
coordination and delivery of the national early education and childcare programmes and the implementation of
Government policy at a local level in County Roscommon

(b) Facilitateand supportthe developmentof quality, accessiblearlylearningand careand schoolagechildcare
services for the overall benefit of children and their parents.
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(c)Providesupportandguidanceto localserviceprovidersand parentsin relationto the childcareprogrammes,
andsupport quality in keeping with national frameworks and policy objectives.

(d) Facilitatethe development ofEarlyLearningand Careand SchoolAgeChildcardn a strategicand coordinated
manner

(e) Provideinformationandsupportto parents inrelationto the provisionof earlylearningand careandschoot
age childcare services within County Roscommon.

Ourcommitmentsto you
Inthe local implementatiorof NationalEarlyLearningand CareProgrammesRoscommorCCGs committedto the
processesprinciplesandpracticesof developingquality affordablechildcaredeliveredthrough a customerfocused
approachthat reflectsthe ethosof RoscommorCountyChildcareCommittee We makethe followingcommitments
to you, our customer:
1. Timeliness
+ RoscommorCCQvill:
+ Offer you a prompt, accurat& efficient response in all outealings with you appropriate to the
service you are availing.
» All processes involved in National Early Learning and Care Programmes and funding applications
will be followed accurately.
* Dueprocessawill be givento all fundingapplicationgprocessedy RoscommorCCC.

2. Access

¢ RoscommorCCQwill:

+ Endeavouto usemethodsof communicationvhichareaccessible.

+ Meet customers in a mutually convenient/suitable location that facilitates people with specific
requirements, and which meets occupational and safety standards.

+ Our offices including Reception,Waiting and Interview Roomswill be safe, clean and well
maintained and accessible for people with disabilities.

+ Werecommendhat you makeanappointmentif youwishto meeta particularmemberof Staff.

Whenyou telephoneour Office:

»  Wewill answerall callspromptly duringoffice hours.

» Whenansweringhe telephone,the nameof the Committeeis giventogetherwith the name
of the person to whom you are speaking.

» Wewill dealwith your callin acourteousmanner.

+ Youwill be givendetailsof the nameandsectionof the staff memberto whomyouwishto
speak.

» Theaimof our Staffisto be ashelpfulandinformativeaspossible.

+ Ifweare unableto providethe information you need immediatelyye willtake yourcontact
details and call you back or issue the information to you in writing as soon as possible.

Whenyou email/write to us:

e Wewill endeavouro replyto routine enquirieswithin sevenworkingdays.

e Shouldyourenquiryrequireresearchor consultation,we will acknowledgeyour queryand
we will further reply to you within 21 working days.

e Wewill replyto all correspondencén aclear,conciseway that willanswerthe issues raised
by you.

e Your correspondence will be treated in confidence.

e Weaimto useformsthat are clearandwell presented.
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3. Choice
RoscommorCCavill endeavourto:
+ Provideyouwith choicein orderto gainmaximumaccesgo our serviceghroughthe provisionof
a staff structure with named contact personnel.
+ Allinformation will be availablein a userfriendly format and will utilize emergingtechnologies
e.g.website,socialmedia,electronicformat, email,onlineapplicationsor conferencing.

4. Courtesy
RoscommorCCavill
+ Approachall ourinteractionswith youin aprofessionamanner,
+ Promoteanenvironmentof courtesy sensitivity,andmutualrespect.

What we expectin return from you: Roscommor€CGs committedto promotinga safeand secureenvironment
for all and will not tolerate any kind of unacceptable behaviouaggression directetbwards any member/s of
our staff team or company directorslanagement will carry out appropriate risk assessments, identify any ‘at risk’
situationsandtake stepsto reduceor removerisksto employeesandclientswherepracticable.

5. Transparency
* RoscommorCCGs committedto transparencyin all of its decisiormakingprocessegin line with
the Freedom of Information and Data Protection Acts) and will deal with customers in a
conscientious and honest manner ensuring impartiality at all levels.

6. Better Co-ordination
+ Roscommon CG@mmits to linking and cordination ina flexible manner with other structures
at national/regional/local level as appropriate to help advance bettepdination of the types
of services waleliver, particularly thos¢hat target the provision ofocalearly learning and care
services.

7. Equality/Diversity
* RoscommorCCavill conductits businessn accordance with Equalityegislatiorand Roscommon
County Childcare Committee’s Employment Policy.

8. Feedbacko you
+ Inourapproachto implementingthe NationalChildcaréProgrammesocallyRoscommorCCawill
endeavourto provide you with useful feedback appropriate to the service you are availing of.

9. Feedbackrom you
* Roscommon CCC will welcome and take on board as appropriate any feedback you may provide
to helpusto continuouslyimproveour servicedeliveryandin our role of identifyinggoodpractice
for others.

10. Complaints
e What is a complaint? We define a complaint as an expression of dissatisfaction concerning the
provision of a service or services by the Roscommon County Childcare Committee, as laid out
under the commitments in our Customer Charter.
* All complaints will be handled within specified timeframes in a fair, impartial and confidential
manner, mindful of our obligations under the Freedom of Information Act.

Howto makea complaint:

* Allcomplaints must benadein writing (emailor letter) and must state clearlthat acomplaint is
being madethe basis for the complaint and what follow up action is envisagedrasudt of the
complaint.

* For the purpose of the Freedom of Information Act, you should also state whether you require
yourcomplaintto betreatedin astrictly confidentialmanner.Pleaselsonote that yourcomplaint
should be sent in the first instance by post to:
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TheCountyChildcareCoordinator/CountyChildcareCoordinator/Manager,RoscommorCounty
Childcare Committee, Knock Road, Castlerea, Co. Roscommawked confidential and private or
emailed tosinead.mcquaid@roscommonchildcarengarked confidential and private.

s Legitimatecomplaints wilbe dealt with impartially, sympathetically, and speedihd within the
policy and regulations governing the Board.

The Roscommon CCC offers information and support to childcare providers, parents, childminders, and employers
to increase the capacity and improve the quality of childcare places in the county.

Purpose

This policy aims to ensure optimum complaint management that is consistent with Roscommon CCC mission and
ethos. Roscommon CCC aims to provide a service acceptable to all our clients, our partner organisations and our
staff team.

Scope

The procedures set out in this document are meant to provide a means to resolve a dispute between the
Roscommon CCC and any of the complainants. It requires full commitment from all members of staff and
management.

Typeof Complaint
+ Complaintagainsta staff member
« Complaintregardinggeneralserviceprovision
e Complaint against a Board member

Complaintamaybe madeby
¢ Childcareservices
e Parent/ Children
¢ Childminders
* Apartneragency
« Amemberofthe public

It does not address complaints made by staff (these are dealt with through grievance and disciplinary policies and
procedures) or Board of Management (dealt with using the principles of the Grievance Policy). Any complaints
regarding job applications wille dealt with through the Recruitment and Selection Policy.

PolicyandProcedure
A complaint can be defined as an expression of dissatisfaction, made by a service user or those acting on behalf of
the user or a partner agencycomplaints should be made in writing using our complaints form.

Principles

e Complainthandling procedureswill be known and understood by RoscommonCCCstaff, management,
clientele, and partner agencies.

* RoscommonCCQGwill provide a fair, full and impartial investigationwithout penalty in respectof quality of
service to the complainant.

* Thestepsfor makinga complaintwill be simpleandtransparentandare outlined below.

* Confidentiality will be always maintained.

+ Weaimto resolvecomplaintswithin a28-daytime frame.

e The complaints procedure is without prejudice to the complainant’s statutory right to make a complaint
elsewhere.

s Acknowledgmenshouldbe assoonaspossible.

Procedure
Personglesignatedo handlecomplaints:

¢ TheCountyChildcareCoordinator/CountyChildcareCoordinator/Manager
* The Chairperson of the Board of Directors
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+ All service users and any partner agencies will be informed that the above personnel who will be named will
handle all complaints.

+ Employeesof RoscommonCCcCare obliged to participate in any investigationrelating to complaintsas
appropriate.

Complaintagainsta staff member

e This complaint will be made to the RoscommonCCCCounty Childcare Coordinator/County Childcare
Coordinator/Manager

+ If the complaint is made verbally it will be recorded and the complainant will be asked to put the complaint in
writing within a severday timeframe

+ The County Childcare Coordinator/Manager will provide a standard complaint form to the complainant. This
should be posted on the day of the complaint.

+ Confirmationof receiptof written complaintwill be postedto complainant.

+« The complaint will be investigated on receipt of the written complaint.

s TheCountyChildcareCoordinator/Managewill investigatethe written complaint.

 TheCountyChildcareCoordinator/Manageshouldbriefthe Boardonanycomplaintsarisingat Operationabnd
Board meetings

Complaintagainsthe CountyChildcareCoordinator/Manager

+ Thiscomplaintwill be madeto the Chairpersorof the Boardof Directors

« |f the complaint is made verbally it will be recordadd the complainant will be asked to put the complaint in
writing within a severday timeframe. The Chairperson will provide a standard complaint form to the
complainant. This should be posted on the day of the complaint.

 Thecomplaintwill beinvestigatedon receiptof the written complaint.

+ Confirmationof receiptof written complaintwill be postedto complainant.

s The Chairperson will investigate the written complaint.

+ TheChairpersorshouldbriefthe Boardon anycomplaintsarisingat Operationaland Boardmeetings

Complaintregardinggeneralserviceprovision

¢ Thiscomplaintwill be madeto the County Childcar€oordinator/Managepnf RoscommorCCC

+ If the complaint is made verbally it will be recorded and the complainant will be asked to put the complaint in
writing within a severday timeframe

+ The County Childcare Coordinator/Manager will provide a standard complaint fotime tmomplainant. This
should be posted on the day of the complaint.

» Thecomplaintwill beinvestigatedon receiptof the written complaint.

¢ Confirmationof receiptof written complaintwill be postedto complainant.

 TheCountyChildcareCoordinator/Manageandthe Chairpersorwill investigatethe written complaint.

+ The County ChildcareCoordinator/Managerand/or Chairpersonshould brief the Board on any complaints
arising at Operational and Board meetings

Complaintagainsta Boardmember

e This complaint will be made to the Chairperson of the Board of Directors. In the event that the complaint is
againstthe Chairpersoron the Boardthe complaintshouldbe dealtwith by anothernominatedDirectorof the
Board.

+ [f the complaint is made verbally it will be recorded and the complainant will be asked to put the complaint in
writing within a severday timeframe

+ The Nominated Director/Chairperson will provide a standard complaint form to the complainant. This should
be posted on the day of the complaint.

 Thecomplaintwill be investigatedon receiptof the written complaint.

s Confirmationof receiptof written complaintwill be postedto complainant.

* The Chairperson and/or another Director will investigate the complaint.

 Theappropriatepersonshouldbriefthe Boardon anycomplaintsarisingat Operationaland Boardmeetings

Investigation of complaints
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* Only complaints received on the Roscommon CCC Complaints Form will be investigated (this may be via emalil
or post, see appendix 9).

* RoscommorCCavill acknowledgeeceiptof your complaintno later than 7 workingdaysafter receipt.

+ Allinvestigations will take place within a-88y period.

* Anyextensionto the 28-dayperiodwill be mutuallyagreedby both parties.

* Allcommunication/meetings/interviewselatingto a complaintwill be recordedin writing.

* The outcome of the complaint will be communicatedto the complainantin writing within two weeks of
completing the investigation.

Note: In certain circumstances the outcome of the complaint may require the invoking of another company policy
and procedures such as the discipline or grievance policy

If you are not satisfied with theutcomeof the investigation by th&®@oscommon Count@hildcareCLG, you have a
right to appeal to the Office of the Ombudsman.

TheOmbudsmans completelyindependentof the Governmentandthe servicesfree.

Nothingin this complaintprocedureaffectsyour statutory rightsunderFreedomof Information,DataProtection,or
other relevant legislation.

RecordKeeping
Complaint Forms;orrespondence, minutes of meetings aanly paperwork relatingp complaints are retained by
the appropriate designated person for a period of two years following resolution of the complaint.

Howto contactus:
The County Childcare Coordinator/Manager
RoscommorCountyChildcareCommitteeLimited
Knock Road, Castlerea, Co. Roscommon
Registered Number: 360103
Tel:0949622540Email:sinead.mcquaid@roscommonchildcare.ie
Web:www.roscommonchildcare.ie

Appendix1 RoscommorCountyChildcareCommitteesCOMPLAINTRECORDINGEMPLATHE hisshouldbe
completed when a formal complaint is received by Roscommon CCC)
Privateand Confidential

ComplainantdName(Thepersonmakingthe complaint):
Address:

Address:

E Mail Address:

TelephoneNumber:

Nameof Serviceinvolvedin Complaint:

Nameof persondealtwith (if known):

Natureof Complaint:

Whatfollow up actionis envisagedy RoscommorCCGsa resultof the complaint?

Date of Receipt of Complaint.........ccccooivieveeiiiicenne

Complaint received viaTelephone |:| VerbaIDWritten |:| Other D

Action taken:
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Roscommor€ CCountyChildcareCoordinator/Manageand/or BoardChairperson/DirectoBignature

12.7WORKRELATEBOCIAEVENTS

Throughout the course of your employment, the Company may at its discretion organise official work events for
staff for specific celebrations such as Christmas parties or in the event of a staff member leaving. Employees must
rememberthat while attending sucha work related event that they are representing theCompanyand that the
Company’s rules and procedures will still apply in relation to behaviour and conduct at such events. Accordingly,
staffwill be expectedto;
¢ Conducthemselvesat alltimesin anorderlymanner;
« Refrain from loud and obnoxious behaviour;
« Beawareof other people,the venueandtheir staffandtreat them with respect;
+ Ensure that they take alcohol responsibly;
+ Refrainfrom postingphotographson socialnetworkingsiteswhichmay paintthe Companyor its agentsin
an inappropriate light;
+» Refrainfrom posting photographscontainingimagesof your fellow employees/colleaguesn social
networking sites against the wishes or without permission of those fellow employees/colleagues.

From time to time there may be parties or outings which are organised by employees and these are not the
responsibility of the Company. The Company will not be liable for any incidents which occur during an unofficial
party. These parties will not be:

a) OrganisedyManagement;

b) Theresponsibilityof the Managemenior Company;

¢) Organisedduringworkhours;

d) Organisednthe workplaceor onthe Companypremises;

e) Heldonthe Companypremises;

f) Bookedin the name of RoscommonCCChnor will the Companyname be used during any unofficial

outings/party.

Staff organising any unofficial outing, party etc. must inform all possible attendees that the outing is unofficial and
not the responsibility of the Company or Management. Employees will know if a party/outing is official as:
a) All documentation regarding the event will be on official menvigs Company Email and/or BrightHR or
other company work applications from Management
b) Theeventwill be organisedviathe workplace

Ifin doubt, pleaseaskManagementA breachof this policymayresultin Disciplinaryaction.

12.8BEHAVIOURTWORK

1) You should behave with civility towards fellow employees, and no rudeness will be permitted towards
customers or members of the publi®bjectionable or insulting behaviour or bad language will render you
liable to disciplinary action.

2)  Youshoulduseyourbestendeavourgo promotethe interestsof the businessandshall,duringnormalworking
hours, devote the whole of your time, attention and abilities to the business and its affairs.

3) Anyinvolvementin activitieswhichcouldbe construedasbeingin competitionwith usis not allowed.

4) Allreasonablénstructionsfrom your LineManagerareto be carriedout.

12.9BEHAVIOURUTSIDBFWORK

Becausehe businesslemandsemployeeof the highestintegrity, we havethe right to expectyouto maintainthese
standardsoutsideof workinghours. Activitiesthat resultin adversepublicityto ourselvespr which causeusto lose
faith in your integrity, may give us grounds for your dismissal.
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SECTION3 Safety, Welfareand Hygiene

Statement

Health & Safety legislation imposes obligations on all those concerned with health, safety and welfare at work and
thisincludesemployeesaswell asemployers Accordinglythe Companyactivelypursuesapolicyto promote health

& safety at work and to seek the -@peration of all employees for that purpose

Prevention

* ASafetystatementis preparedandreviewedon aregularbasis (itis availablein our sharedonline systemsand
in the reception hallway)

* Furnitureandequipmentis arrangedto minimizesafetyrisks

+ Electrical/Fireequipmentandappliancesareregularlytestedandserviced

13.1GeneralSafetyRules

1. All workers should be aware of, respect and adhere to the rules and procedures contained in the Employee
Handbook and company safety statement.

2. Staff must have the appropriate emergency contact details always stored in their pttbiese must include
their relevant line Manager.

3. Allworkersshouldimmediatelyreport anyunsafepracticesor conditionsto the ROSCOMMONCOManageror
designated Health & Safety Representative

4. Any person under the influence of alcohol or any other intoxicating drug which might impair motor skills or
judgement, whether prescribed or otherwise shall be advised and referred to the Alcohol and Drugs Policy in
the Employee Handbook.

5. Horseplay, practical joking any other acts which might jeopardisiee health and safety of any oth@erson
are forbidden please refer to the Disciplinary Policy, Sections on Misconduct and Gross Misconduct.

6. Workers shall not adjust, move otherwisetamper with any electrical equipment in a manner not within the
scope of their duties.

7. All waste materials must be disposed of carefully and in such a way that they do not constitute a hazard to
others.

8. All hazards should be reported and recorded immediately to the ROSCOMMON CCC Manager or designated
Health & Safety Representative

9. Majoraccidentsaandincidentsshouldbe recordedimmediatelyon the form provided with the company’s Health
& Safety Statement.

10. Workers must ensure that all protective guards and safety devices are used on equipment (as required) and,
areproperlyfitted andin goodworkingorder andreport anydeficiencieso the ROSCOMMONCManageror
designated Health & Safety Representative

11. Duecareandconsiderationrshouldbe givento avoidinginjuriesandthe handlingof anyheavymaterials.

12. Allworkersareexpectedto participatein anytrainingprovidedby ROSCOMMO®NCGOncludingHealth& Safety
Statement Induction, manual handling and first aid

13. Establishand maintain safe working proceduresamong staff and volunteers and clients and ensure that
everyone is aware of these procedures.

14. Ensure premises we use are safe and suitable for the particular activity and have clear accessible emergency
exits.

15. Insurancesoveringall activitiesand PublicLiabilitywill bein situ andup to date.

16. Afirst Aid Kit will be availableboth in the office and for useif you are usingyour car for work travel on an
ongoing basis.

In the eventof an accident
* The First Aid box ialways fullyequipped, easilydentifiable and location is knowto all staff. Supplies are
checked regularly by ROSCOMMON CCC
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+ DesignatedirstAiderswill be assignedvithin the staffteam,in emergencycallon doctorsin the officesbuilding
(numbers provided at all workstations)

« Staffmustwearprotectiveclothing(disposable apronandgloves}o cleananybodily fluidsor spillages.

s All accidents, even minor ones, are recorded on the report form within the Health & Safety Statement.

+ Accidentswill be reported to the InsuranceCompanyand appropriate authorities as outlined within the
company’s Health & Safety Statement.

13.2 Information/Training

Theremustbe anagreedprocedurefor respondingo incidents/dealingvith emergencies.

1. Thisprocedureshould be known to all staff and reviewed on a regular basisand is incorporatedinto the
inductionProgramme.

2. Agreeanemergencycodeor phrase.

3. Under no circumstancesnust staff be made feel incompetentor apologeticfor activatingthe emergency
procedures.

4. Responsibilityor the aboveshouldbe assignedo the Managerand/or Health& SafetyRepresentative.

Visitsto ServiceusersOutsideof the Office Environment(seeDrivingfor Work Policy& ProcedureandLoneWorker
Policy)

13.3 Placeof Work/Health & Safety

TheCompanyis committedto establishingandmaintainingstandardsof securitywhichpreserveits assetsand

protects its employees. All employees are expected to observe and comply with the Company’s security

procedures.

» Employees will be based at the company’s offices at Knock Road, Castlerea, Co. Roscommon or as designated by

Roscommon County Childcare Committ@leG. The employee may tegjuired or permitted to work in various

locations from time to time.

Employees may work from home under our hybrid policy, or in exceptional circumstances in agreement with their

line manager.All such work must be approved by Manager (or Chairperson/Designated Committee member in

the case of Manager) beforehand.

~ Itis each individual employee’s duty to adhere to safe systems of work as outlined in the ROSCOMMON CCC
SafetyStatementwhile also complyingwith all instructionsprovided by the Manager,ROSCOMMORECCIn
addition to the management’s responsibility for your safety,youtoo havearesponsibilityto co-operatewith the
company;useany protective equipment supplied; report to theompany withoutreasonabledelay anydefects
in equipment,placeof work or systemof work which might affectyour safety or welfare; noto intentionallyor
recklessly interfere with or misuse anything provided for safety, health or welfare of other staff members or of
their work activities.First Aid facilities are available on the premises.

~ Employeesrerequiredto co-operatewith the Manager ROSCOMMONC®n Health& Safetyissuesand must
highlight any defects in the buildings, equipment or the systems of work without delay.

~ The ROSCOMMON CCC Safety Statement is available to all employees and it is the employee’s responsibility to
be familiar with the safety statement and the name of the company’s Health & Safety Staff representatives.

» ROSCOMMON CCC will provide basic safety induction training to all staff

|

13.4 SiteSecurityProcedures

CompanyVisitorsand Contractors

All RCCC visitors and contractors must-sigand out using the Company Sigmprocedure and where possible
should be accompanied by a Company representative at all times whilst on the premises.

Rightto requestthat employeesemainon the premisesandto consultwith the Gardai

TheCompany reservethe right to requestthat Company employeegmainon the premisesandfor the Employer
to consultwith the Gardaiin instanceswvherethe Employethasreasonto believethat the employeehas attempted
to leavethe premiseswith companyproperty in their possessionfor whichprior authorisationhasnot beensought
by the employee.
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13.5NOVEICORONAVIRUBLIC% PROCEDURE

Thispolicyhasbeendevelopedin accordancevith adviceprovidedthroughthe HSE/HPS&hdwill be updated
iffwhen advice changes

Thispolicyisavailableand communicatedo staff, companydirectorsandrelevantstakeholders.

Relevanstaff havereceivedthis policy,knowthe requirementsand havea clearunderstandingf their rolesand
responsibilities in relation to this policy.

Statementof Intent:

It isour aimto minimisethe spreadof infection for staff, stakeholdersandindividualsvisitingour officesthrough
the implementation of controls which reduce the transmission and spread of germs. We aim to promote and
maintain the health of staff, stakeholders and individuals visiting our offices through the control of infectious
illnesses. This policy covete Coronavirus and requires cooperation from staff, stakeholders and individuals
visiting our offices and management in its implementation.

Whatis Novelcoronavirus2019nCoV

COVIEL9isanillness,dentifiedin late 2019,causeddy aviruscalledSAREC 0\2.
EffectivevaccinesagainstCOVIBL9 are availableand a robustvaccinationprogrammehasbeenimplementedin
Ireland. People who are vaccinated may still be able to transmit-&ARS infection to susceptible contacts.

Symptoms& Treatmentof novelcoronavirus2019nCoV

Guidance in relation to Coronavirus should be checked as updated. The Health Protection & Surveillance Centre
publishegguidanceto be followed for anypersonwho testspositivefor coronavirusor isdeemeda closecontact

of a confirmed case:

https:// www.hpsc.ie/az/respiratory/coronavirus/novelcoronavirus/quidance/

If the companyhaveany concerns regardirtfe health of a staff member,we may request letterfrom their

medical advisor to confirm that they are well and do not require exclusion from work.

If yourequireadditionaltraining/supporton anyaspectof this policypleasecontactyourrelevantline manager.

Further information is availabldttps://www?2.hse.ie/conditions/coronavirus/coronavirus.html

HSH.ive:1800700700

If yourequireadditionaltraining/supporton anyaspectof this policy,pleasecontactyourrelevantline manager.

For more updated information please review the HSE website below.
https://www?2.hse.ie/conditions/coronavirus/coronavirus.html

Visitors

Whereapplicable consideraskingvisitorsin advanceof attendingthe workplaceto identify if they mayhaveFlu
symptoms or if they have had contact with a person infected with Flu.

Askvisitorsto provideinformationasto whereandhow they maybe contacted aftertheir visit, in the event that
Flu develops in the workplace and they need to be notified.

13.6 FITNESBEORWORK

If you arrivefor work and,in our opinion,you are not fit to work, we reservethe right to exerciseour duty of careif
we believe that you may ndie ableto undertakeyour duties in a safenanner or may posa safety risko others,
andsendyouawayfor the remainderof the daywith or without payand,dependanton the circumstancesyou may
be liable to disciplinary action.

13.7 Accident,Incidentand NearMissReporting

All accidents/incidents, occupational ill health diseases, dangerous occurrences, incidents of fire or near misses
shouldbe recordedandreportedimmediatelyandnot later than 24 hoursfollowingthe incidentor occurrence by

way of completiorof an Accident Reporting Form and as geidelinesandtrainingoutlined at our company’s

Health & Safety Statement induction.

A near miss idefined as an everthat did not resultin injury, illness, odamage- but had the potentiato do so.

It isimportant that all sectionsare completed.Careshouldbe takenthat informationis legibleand concise Forms
should be signed by the person completing the form so that queries can be folHopudekilure to report in a
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timely mannercanpotentially endangethe health and safetyof employeesand serviceusers,aswell ashaving
other consequences in respect of insurance etc.

13.8 Non-SmokingPolicy

ROSCOMMORNC®@peratesa non-smokingpolicyin accordancevith workplacesmokinglegislation Employeesre

not permitted to smoke orwork place premises, or whilst working at any time, with the exception of within
designatedexternalsmokingareas,duringbreaktimes. Failureto complywith this policywill resultin anemployee
being subject to the Company’s Disciplinary Procedure.

13.9 Alcohol& DrugsPolicy

ROSCOMMO®~CGs committedto providinga safe,healthyand productiveworkingenvironmentfor all employees
and endeavours to ensure that employees’ use of either alcohol or drugs does not impair the safe running of the
Company or the health of its employees.

If an employeas known to be, or stronglyuspected obeing intoxicated by alcohol or drugs duriwgrking hours

the Manager or designated person must be consulted. Arrangements will be made for the employee concerned to

be escorted from Company premises immediately and the employee will be subject to subsequent disciplinary

investigation.

Employeesvho arein possessiomf illegaldrugsor areunderthe influenceof drugs(includingalcohol)on Company

premises which have not been prescribed on medical grounds, will, inktkence of mitigating circumstances, be

deemed to be committing Gross Misconduct and will be liable for summary dismiggds will also apply to

employees who are convicted of supplying illegal drugs or convicted of being in possession of illegal drugs.

Employeewill not bedisciplinedfor seekinghelpor requestingrehabilitationreferraladvicefrom the Companyand

are actively encouraged to seek the help of their Manager at an early siéfpere employees acknowledge that

they have a problem and are given help and referral advice, this will be on the understanding that:

- Whilstthey areundergoingireatment they will be on sickleave

- Every effort should be made to ensure that on completion of the recovery programme, employees are able to
return to the same or equivalent work.

However, where such a return would jeopardesatisfactory level gbb performance or preserd safety hazard,

a review of the full circumstances surrounding the case will be reviewed by the Manager in conjunction with the

Board of Directors.If after employees have received such treatment, recovery seems unlikely, the Company may

need to progress the situationln such cases, dismissal may result.

13.10Stressin the WorkplacePolicy
Statement
The management of ROSCOMMON CCC is committed to fulfilling its obligations to protect the health, safety and
welfare of all employees including management, to provide a safe place of work for employees, and to managing
effectively, in so far as reasonatded practicable, work related stress that may arise.
Definition
Stress is broadly defined as a state, which is accompanied by physical, psychological or social complaints or
dysfunctions, which result from individuals feeling unable to bridge a gap with the requirements or expectations
placed on them.
Stress is different to pressure, which can be a positive state if managed correctly, whereas stress if not managed
correctly can be detrimental to health.
Symptomsf stressmayincludesomeof the following:

e constant anxiety

s irritability
e poorconcentration
« fatigue

« inabilityto cope
 headachesnddizziness
* insomnia

* lackofappetite

s overeating

¢ chestgain

s tension
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¢ Drug/alcoholabuse.

Pleasanotethat thesesymptomsareindicativeof potential stressissuesbut are not relatedto stressalone,andmay
be symptomatic of other conditions.

Managementof Work-RelatedStress

Stress is a complex phenomenon and all manifestations of stress at work cannot be considered as work related
stress. ROSCOMMON CCC recognises that the impact of stress is individual in nature, and employees may react
differently to similar situations, and that the same employee can react differently to similar situations at different
times of his/her life.

It is also recognised that stress originating outside the working environment can sometimes lead to changes in
behaviour and level of effectiveness in the workplace.

When a problem of workelated stress is identified, ROSCOMMON CCC will take all reasonable and practical
measures that itan to prevent, eliminate or reduce itRelevant factors such as work content, worganisation,

work environment, work processes and communication methods will be reviewed, as appropriate, in consultation
with the employee.

Any employee who indicates that they believe they are experiencing-vedaked stress, will have their situation
reviewedin the first instanceby theirline Managerandthen asappropriate. ArEmployeemay bereferred by their

line manageto the company’s employee assistance programme.

13.11Rightto DisconnectPolicy

The health and welbeing of our employees is of the utmost importance to us, and we encourage and support our
employees to prioritise their own welleing. The advancement of technology allows us to work in a more flexible
mannerthan previouslyeveranticipated.However this "digital workplace“canalsoleadto the linesbetweenwork and
homelife becoming blurred. Disconnecting from work is vital for yourdwelhg andto help you achieva health and
sustainable workife balance.

To encourage and support our employees in balancing their working and personal lives whether they work traditional
hours in the workplace, work remotely or flexibly, we have adopted a 'Right to Disconnect’ company policy which
includes best practice arounglellbeing, working hours, the use of technology and communications.

The purpose of this Right to Disconnect policy is to confirm that Roscommon CCC recognises that every employee is
entitled to switchoff outsideof their normalworkinghours,disconnecfrom work and work-related devicesand enjoy
their free time away from work without being disturbed, unless there is an emergency or agreement to do so.

Theimplementationof this Rightto DisconnecPolicyis akeystepin creatinganddevelopinga culturewhereemployees
personal timds respectedWe encourage yoand allemployeesof the company to cooperate inreatingthis culture.

Obligationson Employersand Employees

We believe that a collaborative approach between our company and its employees is necessary to ensure that all
employees can truly avail of this right to disconnect. We have, therefore, set out the Company's obligations and
commitments and each employeabligations and commitments.

Employerobligations:

1. Employee'sworking time and the hours which an employee is reasonably expected to work are set out in an
employee's contract of employment, in accordance with the Terms of Employment Information Act;-12044
and the Employment (Miscellaneous Provisions) Act 2018.

2. We will work with employees to ensure that rest breaks and daily and weekly rest periods are observed, in
accordance with the 1997 Act and that proper lunch breaks are taken.

3. Whenassessingequestsfor annualleave,we will considemwork requirementsaswell asthe needfor the employee
to reconcilework andanyfamilyresponsibilitie@andopportunitiesfor restandrecreationavailableto the employee.

4. Wewill encourageall employeedo availof their annualleaveentitiementsin full

5. Wewill work withemployees teensurea safeworkplace,sofar as isreasonablypracticablein accordance wittour
Health and Safety at Work Policy.
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6. Noemployeewill be penalisedor subjectedio anydetrimentalimpact(in respectof careerprogressionpromotional
opportunities, performance reviews or otherwise) for expressing their right to disconnect.

Employeeobligations:

1. As per the Health & Safety Policy, employees are required to take reasonable care to protect their safety, health,
and welfare and that of cavorkers.

2. Employees are requested to cooperate fully with the company's designated record keeping systems to record
workingtime, includingwhenworkingremotely or flexibly,andto advisetheir employerof anyrestbreaksto which
they were entitled to and were not able to avail of and the reason for same.

3. Employees must be mindful of colleagues', customers'/clients’, and other people's right to disconnect. This includes
respecting the down time of others by not routinely emailing or calling outside working hours or during periods of
annual leave.

4. Employees are required to manage their own working time and svattloutside working hours unless they are
required to work for legitimate business or operational reasons. This includes not responding to emails that arrive
outside normal hours unlessig clear that it is necessary.

5. Weencourageour employees tde consciousf their work pattern and awareof their work-related wellbeing,and
we encourage our employees to take remedial action, if necessary. This includes speaking with your line
manager/management.

6. We require that all employees engage with the implementation of this policy and maintaining a culture where
personal time is respected.

Roleof LineManagers

Senior management will play a key role in the implementation of this policy and should respect their team members'
right to disconnectand shoulddemonstratea clearcommitmentto the Policy througHeadershipand beingactiverole

models. Where a team member is routinely sending emails or logging in excessively outside of working hours, senior
management will commit to ascertain what is happening and if this appears to be linked to an excessive workload,
performance issues or ere organisational culturesia contributing factor. In such circumstances, managers must
ensurethat employeeshavecleargoalsanddeliverableghat, other thanin exceptionakircumstances;canbe delivered

during normal working hours.

WorkingHours

Roscommon CQOCLG expects that generally employees will disconnect fhain work devices, refrain from checking
work emails or messages excessively or unnecessarily and be unavailable to takelatedk phone calls or attend
meetings outside of their normal working hours and during any periods of annual leave.

Theremay,however,be occasionalegitimatecircumstancesvhenit isnecessaryo contactemployeesoutsideof their
normal working hours, or for employees to have to respond to emails or join-vedaked calls. Any such occasion
shouldbe limitedto only thosewhereit is necessarygnd consideration haveen given to whetheit isrequired inthe
circumstances (i.e. that the email cannot reasonably wait until the following day, return from annual leave, etc.).

Management have developed a communication system where staff on annual leave will receive one circular on their
return with all necessary updates, this should be implemented by a whole team approach for staff and management.

There may also be times that business and operational needs may require soroé-tautrs working by some
employees depending on the service being provided, the employee's role, the needs of customers/clients and the
unique requirement of critical servicemdeed, certain functions within our organisation do not always operate on a
standard hour’s basis but in a manner respansive to customer needs, and flexibility is required to meet the needs of the
businessRoscommorCCCCLGecogniseshat suchflexibility mayalsobe beneficialto employeesandthe Companyis
committed to ensuring the appropriate balance in terms of Company and employee outcomes.
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Communications

There is a general expectation that employees disconnect from work emails and communications outside of normal
workinghours.Tomitigate anydisturbanceto the recipient'sright to disconnectthe sender/ meetingorganisershould

give due and thoughtful consideration to the timing of their communication / meeting request and potential for
disturbance. This involves, for example, a consideration as to whether the email needs to be sent if such is outside of
normal working hots, or if the "delay receipt" option could be used.

Whereanemailisissuedwithin oneemployee'svorkinghourswhichis outsidethe recipient'sworkinghours,the email

should specifically state that an immediate response is not expected (unless business or operational needs require
otherwise).Similarly the recipientshouldunderstancdthat they will not be expectedto responduntil their workingtime
recommences, unless a response is necessitated by legitimate business and operational reasons.

Werecommendthat employeesto assisthemto disconnectupdatetheir signatureblock,or activatean outof-office
response providing language similar to the following:

‘My normal working days/ hours are ..... | will respond to you when | am back at work, alternatively you can contact
anothermemberof the teamat 094962254®mr emailinfo@roscommeonchildcare.ie.’

‘Inthe interestof staff weltbeing and a healthy workfe balance, any email you receive from me outside of normal
working hours does not need to be addressed or responded to until your normal working’hours.

Giventhe nature of our organisationrandbusinessperationalneedsmaydictatethat there will be occasionasituations
whichrequiresomeout-of-hoursworkingby someemployeesdependingon the servicebeingprovided,the employee's

role, the needs of customers/clients and the unique requirement of critical services and as may be agreed in an
employee's terms of employment.

Meetings

Roscommon CCC respects people's time and we expect our employees to respect each other's time. When arranging
meetings, employees must consider who should attend and only invite those whose presence is required for reasons
including,that they will play anactiverole in the meeting,havesomethingto contribute, are requiredto performtheir

role, will benefit from attending as part of their training etc. Employees should be conscious of trying to minimise
unnecessary meetings and meeting fatigue.

Employees must always be aware of the attendees' time zones and ensure, in so far as is practicable, to arrange the
meeting during the working hours of the attendees and avoid setting them at lunch or break times.

We also suggest, to ensure employee wellbeing that employees should be mindful of and manage how much virtual
communication they have each day.

RaisingConcerns

While we hope it isn't necessary to raise concerns, we do recognise that the working culture we are committed to

cultivatingisn't alwaysimplementedin practice.Situationstherefore, mayarisewherean employeemayfeel that their

right to disconnecis notbeingrespectedor that their workloadis suchthat they arenot ableto disconnectat the end

of their normal working day.

Theemployeeshouldattempt to resolvethe matter by speakingwith theirimmediateline manageron aninformalbasis

at this first instance. Informal conversations can often be the best way to resolve issues. Where the informal route is
not appropriate, or has not been effective on a previous occasion, employees can raise a formal complaint under the
Company's grieance procedure.

74

CompanyConfidential- Roscommomounwmm@m@ﬂtﬂ)loyedﬁamboows Dated:02/04/2024



13.12ManualHandling
INTRODUCTION

Therearefour mainaspectsof manualhandling;
ThelLoad
Theriskof backinjury increasesf the loadis:
« Too heavy
 Toolarge
« Difficultto grasp
+ Unbalancedr unstable
+ Difficult to reach
s Of a shap®ersize that obscure’s the worker’s view

TheTask
Theriskof backinjury increasesf the task:
* Istoo strenuouse.g.carriedout too frequently/for alongduration
s Involves awkward postures or movements
s Involvegepetitive handling

TheEnvironment
There maybe somecharacteristics thatmay affectthe risk ofback injury:
~ Insufficientspaceto carryout manualhandlingproperly
~ Uneven, unstable or slippery floor
~ Heat may make workers feel tired and sweat may make it difficult to have a proper grip of tools
etc.
» Insufficientlighting

Thelndividual
Theremaybe someindividualfactorsthat mayaffectthe risk of backinjury:
1. Lackof experience
2. Age
3. Physicatlimensionssuchasheight,weightandstrength
4. Anyhistoryof backproblems

A) CORREQIFTIN@ECHNIQUES

Beforelifting aload,youneedto planandprepare.Make surethat you knowwhereyou are goingandthere areno

obstacledn the way.Alsomakesureyourhandsandanyhandlesare not slippery.Youshouldthen usethe following

technique:

 Put your feet around the load, with your body over it (if this is not feasible, try to get your body as close as
possible to the load)

o Usethe musclesof yourlegswhenlifting

+ Straighten your back

+ Pullthe loadascloseaspossibleto yourbody

+ Liftandcarrythe loadwith straightdownwardturned arms.

vl

Whenpushingand pulling,it isimportant that:
e Itis done using the body’s own weight i.e.lean torward when pushing and backwardsvhenpulling

* Youhaveenoughgriponthe floor
¢ Youavoidtwistingandbendingyourback
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+ Handling devices have handles/grips you can use which should be between the shoulder and waist so you can
pull in a good, neutral position

+ Handlingdevicesarewell maintainedsothat the wheelshaveappropriatesizeandthey run smoothly

+ Floors are hard, even and clean.

TWISTINGNDBENDIN®FTHEBACKSHOULIBEAVOIDED

13.13RoscommorCountyChildcareCommittee CLGHybrid Working/WorkHoursPolicy& Request-orm
Contents

Introduction & Policy

Appendix I- Broadband Connection & Speed

Appendix 2Guidance on Workstation Set up

Appendix3 CompanyFiles/DocumentatiorBignout

Appendix4 Roscommon CCC Employee -Bsessment Risk Assessment (For Hybrid/Home Working Applicants
Appendix5 - RoscommorCCQHybrid/Changef Work HoursRequestorm,ApplicantDeclarationand Applicant

Risk Assessment if applying for Hybrid Work Model

INTRODUCTION

TheCompanyRoscommorCCACLGJecogniseshe importanceof helpingits employeesmaintainagoodwork and

home life balance and in turn recognises that staffing levels must always remain in line with the demands of the
business to ensure efficiency, pratiivity, and competitiveness to be responsive to our clients’ needs with a local

county office presence.

The implementation of hybrid working in the Roscommon CCC CLG will at its fundamental starting point focus on
the organisational needs of the compankit its core, the provision of public services and facilities by Roscommon
CCC CLG is by public facing service deliv@gyare committed to excellence in the delivery of our broad range of
servicesandthe quality of our customerservice. In this context,the hybridworking/work hourspolicysetsout how

we can implement hybrid working while maintaining our commitment to the delivery and improvement of the
higheststandardof servicedirectly to our clients/services antbcalcommunities. Whilsthis does notchangethe

nature of the role or the substantive duties to be carried out by the employee, it will require all employees to be
more flexible in the undertaking of their duties both in the remote and offiesed environment.

Hybrid working is a working style that allows employees to work outside of a traditional office environment. The
purposeof this documentisto reiterate Companyexpectationsandour duty of carefor hybrid workersin relation

to our Company Policies and Procedures and health and sdfetyployees assigned to hybrid working either as
part of their role, or as part of a business continuity plan are all responsible for following the guidance stipulated
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within this policy, which forms part ot the terms of our most up to date version ot the company’s Employee
Handbook.

Any employee authorised for hybrid working will be deemed to have agreed a change in contractual terms. All
requirementsandadherenceo our companypoliciesand proceduresstill applywhetheranemployeeis working
onsite or as part of a hybrid modeEmployees are not permitted to work from other locations other than their
specified home address and/or company office without prior authorisation from their relevant line manager.
The purpose of this policy is to ensure that company employees are made aware of (1) the right to apply, and the
requirementfor hybrid workingto be authorisedby the company and2) Employeeganalsoapplyto reducetheir
workinghours through thigolicy. Employeeshould beawarethat if their application isapprovedthe variation in
contract terms is a permanent one and the employee has no automatic right to change back to their previous
working pattern of work.

Note: Everyeventualitymaynot be containedwithin this policytherefore RoscommorCCQLGeservethe right

to review and update this policy as required and include in our company employee handbook. Company
employees will be notified of any updates/changes to this policy by management/company through normal HR
processes and/or uploaded for employees ortie company BrightHRortal. Thispolicy that will be reviewed

for its effectiveness in periodically as required.

Pleasecontactyour directLineManagerif you haveany further questionsin relation to this policy.

Policy

TheCompany in keeping with our commitment to equal opportunities and desire to support our employees,
commits to theimplementation ofa hybrid work policy provided that the arrangement meets the mutual needs
and objectives of both the company and the employee. Employees should be aware that if their application is
approvedthe variationin contracttermsis a permanentone andthe employeehasno automaticright to change
back to their previous working pattern of work.

Working from home one day a week or a percentage of an employee’s regular working weekly hours (may be up to
25%)on arecurringbasis aresituations coveredby our hybrid work policyEmployeeglirect linemanagethasthe
autonomy to discuss with each team member their specific flexibility needs to determine what will work best for
the company Directline managerswill havethe autonomyto makeoperationaldecisiondo determine what level

of hybrid working arrangements work best for the company.

Employees and Management need to be realistic and to recogimégenot all flexible/hybrid working options will

be appropriate for all roles and needs of the company. A trial period may be agreed to assess whether such an
arrangementmeetsthe requirementsof the businessin general the trial period shouldlastno lessthan 6 months

and no more than 12 months, this period may be extended at the discretion of management/company.
Thereafter,eachhybrid workingarrangementwill be subjectto ongoingreviewandaformal reviewon anannual
basis It will be solelya matter of RoscommorCCGCLQo determinethe locationsfrom whichhybrid workingwill
operate. The application of hybrid working requires that the employee must remain available, whilst working
remotely,to attend the workplace at short notice, therefotike remote working locatiomust facilitate this and

with the exception of persons residing in Northern Ireland remote working outside of the state will not be
facilitated. Employees will be informed that Roscommon CCC CLG reserves the right to audit the workstation to
ensure compliace with health and safety standards. The audit will be conducted by the management and/or
designated officers/appointed personnel of Roscommon CCC Eirployees who have beepproved for a

hybrid working arrangement will be required to attend the company office at regular interiraksddition,

employees on hybrid working arrangements will attend the office, if requested to do so by their direct line
manager.
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As an application for hybrid working is assessed irctirgext ofa specific role, should an employee move roles, it

is not guaranteed that they will be afforded the hybrid working arrangements in their new role and an employee will
haveto reapply,in respectof their newrole. Hybridworkerswill generallyhaveno automaticrightto adedicated
workstation or single occupancy office in their employer’s work premises but will have a sharedworkspaceavailable

to themwhenrequiredto attend.

Linemanagershavea centralrole in ensuringthe implementationof an effective systemof hybrid working. Therole
of the direct line manager is key in overseeing and ensuring individual accountability and effective performance
management.

ThecompanyManagermustapproveaworkingfrom homearrangementor all RoscommorCCGtaff.
ThecompanyChairpersorand/or companydesignatedofficer mustapproveaworkingfrom homearrangement
for the Manager.

Whereaflexible/hybridworkingarrangements proposed the companywill considercertaincriteria, including,
but not limited to:

+ Thecostsassociatedvith the proposedarrangement

* Theeffectof the proposedarrangemenion other staffandmanagement

+ Customer and business needs and role suitability

» Employeesuitability

+ Theneedfor, andeffecton, supervision

+ The existing structure of the company

¢ The availability of staff resources

+ Detailsof the tasksspecificto the role

+ The workload of the role

e The need to access physical files, specialist equipment, customer facing services, requirement to attend
physical meetings, etc

» Whetherit isarequestfor areasonableadjustmentrelatedto a disability

+ Theneedto ensurefull compliancewith data protection and healthandsafetyrequirements

+ Any disciplinary or performance related issues

+ Isthe employeeeligibleby natureof their job?

» Office rotas and access of office to the public

e  Will collaboration with the employee’s team becomedifficult?

e Suitability of designated workstation.

o Doemployeeshavethe necessargquipmentor softwareinstalledat home?

e What are the conditions of employees’ home or alternative place of work (noise, internet connection
etc)?

e Ability of employeeto meethealthandsafetyrequirementsof the company

e Ability of employeeto haveadequatehomeinsurancefor hybridworkingin placeaswell asthe employer
related insurances (the company will determine what is adequate insurance)

Customerfacingservicedelivery,whichrequires,attendanceat the companypremises.

Performance of tasks that are more efficiently carried outsite.

Ability to ensure that remote working can be undertaken in a cyet data secure environment.

Agreementof employeeof the right of the company(employer)to audit the workstationto ensure

compliance with health and safety standards

e Agreementandability of employeeto work with businessycleswork priorities, performance
management and management’s prioritisation of work plans both on an individual and team basis

e Theneedto ensureconfidentiality
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Scope

Thispolicyappliesto RoscommorCC@&mployeesvho have:

-

L

.

Completed a successful probationary period

No disciplinary issues

A permanent signed contract of employment (subject to ongoing funding)

Acurrentup to date signedContractof Employment/Terms oEmploymentwith the companyon file and
attach same to this request form (if unsure check with your direct line manager)

Agreement withthe latestversionof the companyhandbookwhichincludescompanypoliciesand
procedures (the latest version is available on employees BrightHR portal and/or from company
management).

Houseinsurancehat covershomeworking/hybrid andhaveattacheda copyto the companyrequest

form (the company will not be responsible for any charges incurred for this on your home policy)
Haveaninternet connectionthat isadequateto enablethemto do their job anda securepasswordon your
home broadband to ensure other people can’t be hosted on the network.

Facilitateda requestfor ahomevisitfrom companyassignegersonnel/managemenaspart of the
procedures for safe working and agreed to spot checks as deemed necessary by the company
Equipment that facilitates hybrid work (supplied by the company)

Completed the hybrid request form and have all associated necessary documentation attached and
submittedto yourdirectline managemo lessthan 6 weeksprior to proposedcommencementiate of
flexible/hybrid working

AssessingdybridWorkingRequests

All applications foblended workingwill be considered in &ir and equitable manner. Advice to all employees will
be givenby management/companyn thoseservices andunctionsthat arerequiredto be carriedout on-site or in
the office.

¢ Right to request- Employees will have the right to request the option of hybrid working within the
policy of Roscommon CCC CLG

¢ Right to refuse- Roscommon CQCLG will have the right refusehybrid working arrangements and
will retain the right to require employees to attend the workplace having regard to business needs.

e Suitability - Reflecting the nature of our company’s services, a significant proportion of services and
specific tasks and activities cannot be delivered remotdlyailability and patterns of hybrid working
will bebasedon businessieedsandthe suitabilityof the role at anypointin time, whichmaybe subject
to change, should the business needs dictatccess to hybrid working, will not be an automatic
entittement, nor will anemployeebe entitled to retainablendedworkingarrangementwherethe role,
function, or task and/or individual is no longer deemed suited to blended working.

e An evolving policy- Working policies will continue to develop to reflect the impact of new ways of
working across our company.

RequestingHybrid Working

Employees who wish to apply to work as part of our company’s hybrid model must do so in writing to their direct
line manageby completingthe Hybrid Working Requestrorm(Referto Appendix5)

Therequestmustbe madeno lesghan 6 weeksprior to proposedcommencementlate of flexibleworking
including the following information:

+

ot e

The date of the application

The change(s) that the Employee is seeking to their working pattern or place of work
Thedate from whenthe Employeevould like the proposedchangeto comeinto effect
Proof of appropriate home insurance

Any other information required in the application form
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Once an employee has submitted their request form, their direct line Manager will contact them to arrange a
meeting,whichwill normallytake placewithin 21 workingdaysof the applicationbeingsubmitted,to discusgheir
request in more detail. These timelines may be extended beyond 21 working days at the discretion of
management/company and where required, more information may be sought in relation to an employee’s
request. The request will be considered by an employee’s direct Line Manager after the meetingandmayif
necessaryein conjunctionwith anyother appropriateparty.
The employee must:
 Completethe application,declarationand assessmentorm, the employeeselfassessmentisk
assessmengForHybrid/HomeWorkingApplicants seeappendicest/5) and attach all required
documentation including other documentation required as outlined within this policy
+ |dentify a single designated remote workstation which is suitable and meets the health and safety
requirementsassetout in the HybridWorkingPolicy.(Referto Appendix2 Guidanceon Workstation
Set up)
* Agreeto ariskassessmengonductedby the employer.
» Agreeto makeno subsequenthangedo the workstationwithout authorisationfrom the employer
+ Confirm that they are able toonnect to a work computer via their own reliable broadband
connection(Referto Appendixl BroadbandConnection& Speedasa guidanceonly)
* Confirmthat the workstation allows compliancewith data security and applicableconfidentiality
standards.
+ Confirmhomeinsurances adequateand provide proof of same
Eachrequestwill be consideredon a caseby-casebasis,and a precedentwill not be setby the grantingof
flexible/hybrid working in any one particular case.
Note: Where risks cannot be mitigated and/or the designated workstation fails to meet the required health and
safety standards, the hybrid working arrangement will not be approved.
Note: Thecompanyreservethe right to visitandauditthe homeworkstationto ensurecompliancewith healthand
safety standards.
The Employee will be notified of the decision normally within 12 weeks of the date of the meeting however this
timeline may be extended at the discretion of the management/company. The request may be granted in full, in
part or refused. Alternatively,a modified versionof the requestmay besuggestedthe requestmay begrantedon
a temporary basis, or the Employee may be asked to try the flexible working arrangement for a trial period. If the
request is agreed, then the Employee will be sent a confirmdgtter which will include details of the new
arrangements.
Anyapprovalprovidedis provisionalpendingthe following steps:
+ Completionof appropriatetraining by the applicantin relationto their designatedwvorkstationsetup
+ Completion of the Hybrid Health & Safety Assessment
+ The process fathis and asample Displagcreen Equipment and Workstation Assessment fgkppendix
2) is outlined in this Hybrid Working Policy and Procedure
Thecompanyreserveto withdraw the approvalof hybrid working from anemployeewhere:
+ Theemployeehas failedo meet satisfactorystandards irrelationto conduct,job performance,
attendance, time keeping and thebservance of Roscommon County Child hybrid working care
Committees policies and procedures
Thereis poor broadbandconnectivityavailablein the homeenvironment
Work assignments are not being completed
Disciplinary action has been invoked with the employee
Health & Safety & Data Protection risks and/or policies are breached
Needsof the companychange(thisis determinedby management/company)
Team mobility is compromised
Employee declaration no longer being honoured
Note: Thedecisionof withdrawal of a hybrid working arrangementby the companyisfinal

FFEFEFEFEEF
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Compensatiorand benefits
Usually, work from home arrangements don’t affect employees’ employment terms. If working from home has any
effecton compensatiorandbenefits,then Management/HRs responsibleo createa newcontract

Compliancewith Policies
Our hybrid working employees must follow our company’s policies like their office-basedcolleaguestailureto do
this mayresultin disciplinaryaction.
Elementsof health and safetyto be mindful of whenworkingremotelyinclude:
+ Takingcareto securetrailing computercablesto avoidanytrip hazards

+ Keeping your workstation clear of any liquids or hazardous items which could compromise your work
equipment and your physical safety
+ Sitting close to a window where possible so a source of natural light and air is available to you
+ Always take care to source practical furniture and seating equipment so that it is of a comfortable height
and position, or adjustable where possible
+ Ensure that the lighting and temperature of your remote workstation is suitable
+ Take care to check electrical equipment is not in disrepair, for example, broken plug sockets and frayed
cables
+ Ensurdaptops andmonitorsare switchedoff at the end of the workingday
+ Take breaks when needed and hydrate regularly
+ Seekio keepcommunicationchannelsvith managementandcolleaguegransparentandopenin caseany
issues arise
+ Report any issues/challenges immediately to management (request a meeting to discuss, texting is not
acceptable)
Allemployeesareresponsiblefor reporting health and safetyconcernswhetherthey are in the office or workingas
part of a hybridmodel.If youhaveanyhealthandsafetyissuesor concernsyoushouldrefer theseto Management
immediately.

StayingSafeOnline

Phishing attacks stilosethe largestriskfrom a cybersecurity perspectivelherefore we recommendemployees
maintain and adopt a mindset of ‘Think Before You Click’ when working as part of a hybrid model. This could help

prevent system attacks from a potentially malicious link or infected attachment. Keeping a healthy suspicion of all
e-mails, even if seemingly trustworthy, will help to combat and stop cybiene in its tracks.

Sociakengineerings a regularmethod usedoy cybercriminals, whacouldtry to poseas yourManager,a Company
Director, client, third party company or your colleague. Like any business, we regularly recedils /hich pose
as something they are not, with an agenda to try and attain vital pieces of data which could financially benefit
organised crimgroups. A successful cybattack can lead to an accoubeing compromised, a major data breach
or a ransomware outbreak which can devastate the compastwark.
Pointsto rememberto help mitigatethe risksof CyberCrime:
+ Neverenter your usernameand passwordnto awebsiteor documentunless yolare certainthat it is safe
to do so
+ Somephishingemailsand spamwill occasionallpassthrough undetected,sobe carefulto checkwho you
are emailing is genuine
+ Avoid any personal and general browsing on corporate equipment because some websites are malicious
and can infect your computer
+ Take care to only go to trusted sites amel on your guard against online and financial fraud
4+ Avoid using unsecureor public WIFI networks when completing work tasks where possibleas these
connections are more vulnerable to cyber criminals
4+ Set a secure password on your home broadband/WIFI to ensure other people can’t be hosted on the
network.
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Allemployees areesponsiblefor reportingcybersecurity concerns tManagementwhetherthey arebasedin the
office or working within a hybrid model.

Equipment
Thecompanywill provideour hybridworkingemployees withequipmentthat is essentiato their job duties, like
laptops,screenspffice deskand ergonomicchair,headsetsand mobile phones(whenapplicable.\We willinstall
VPN and compansequired software when employees receive their equipment.
Thecompanywill not provide secondargquipment(e.g.,printers,shredders)r resourcesn relation to any
other costs incurred by the employee such as adequate home insurance for hybrid working.
Provisionof equipmentwill be dependenton the situation,job role andresourcesavailable.Useof anycomputer
equipment owned by the Company and its software is limited to employees alone and to business applications.
Peripheral equipment such as printer and modem may not be connected to any of the Company’s computers other
thanthoseissuedto you by the Company.Informationpersonal toyou shouldnot be storedon the work
computer
Equipmentthat we provideis companyproperty. Employeesnustkeepit safeand avoidany misuse Specifically,
employees must:

+» Keeptheir equipmentpasswordoprotected.

+ Storeequipmentin asafeandcleanspacewhennotin use.

+ Followall dataencryption,protection standardsandsettingsandinform managemenimmediatelyif a

breach is suspected.

+ Refrainfrom downloadingsuspiciousynauthorisedor illegalsoftware.

e Adhere to our company’s clean desk policy & all other policies and procedures

+ Inform management of any faulty equipment

Theemployeewill signaninventoryaudit of all Companyproperty andagreeso take appropriateactionto
protectthe itemsfrom damageor theft.

Upon termination of employment all Company property will be returned to the Company unless other
arrangementshavebeenmade.Companyproperty that is not returned, or is returned damagedwill be replaced
or repaired by the employee with such costs beilrgucted, if necessary, from the employee’s final pay.

Management/HR will discuss insurance needs with employees. Employees should have adequate homeowner’s
insuranceo coverhybridworking.

Indemnity

Indemnitywill applyto claims whictoccurin the homewherethere is negligenceon the part of the employer(s)ijts
servantsand/or agentsfor claimsfor personalnjury and/or third-party property damageasaresultof their activities

on the part of their organisation. Indemnity will not cover the homeworker for injuries/damage which were not
related to their employment.

Home Insurance:Where a formalised hybrid working arrangement has been agreed between employer and
employee, and where the employdms home insurancéhe employee should notify their insurers of their hybrid
working arrangements.

Indemnity will apply if there is negligence on the part of the employer, however the homeworker will retain
responsibilityfor the physicalproperty. Similarlywith homeinsurancepolicy,coveris for domesticuseof the house,

not business use.

Equipment and FurnitureState indemnity will apply in the event th#tte employer fails to assess and ensure the
replacement of unsuitable workelated equipment. No indemnity cover will be provided for damaged or stolen

goods.Therequirementto regularlyinspectoffice equipmentand ensurethey are storedin anappropriatemanner
will be communicated to employees and employees should report any defective work equipment/furniture.
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Home Meetings#or avoidance of doubt employees should not have any meetings in the home with other
employeesand/or clients.Ahomevisitby management/designategersonnel/authorisedagentof the company
will be required periodically for health and safety reasons.

Work Expectations
Whileworkingwithin a hybrid model,all employeesmust:
+ Dedicate their full attention to their duties during their periods of work.
+ Employeesnustfollow the workschedulegrovidedto them, be sureto meetdeadlines, upholdiigh-
quality standards, and submit reports as requested by the relevant line manager.
+ Tools wilbe madeavailableto employees for managingme andtasks, communicatingith co-workers,
logging and tracking projects, and accessing resources.
Performancewill be measuredfocusingon the samemetricsthat applyto work donein the office
Work in a safe manner
Follow managements guidance and requests for prioritisation of areas of work
Follow the company’s, government and medical guidance on isolation, social distancing and other
preventionandHealth& Safetymeasures.
Haveaninternet connectionthat isadequateto enablethemto do their job andasecurepasswordon your
home broadband/WIFI to ensure other people can’t be hosted on the network.

-+ F

-

+ Access and use all relevant systems and tools appropriately and to ask for assistance from management

where they cannot
+ Stay in touch with management and colleagues on a regular basis

Anybreacheof our companypoliciesincludingdataprotection/GDPRgonfidentialityandhealthandsafetypolicies
will beinvestigatedn line with our usualpoliciesandmayresultin disciplinaryaction,up to andincludingdismissal.

Communication

« Employeesreto beonlineandaccessibleuringtheir agreedworkinghours.They areexpectedto checkin
with their relevant line manager.

+ Anycorrespondencdrom arelevantline managemustbe prioritisedandrespondedo

* Correspondence from eworkers or client must be answered as quickly as possible.

* Toolshavebeenprovidedfor communicatingwith the relevantline managerteam membersandfor
collaborating on assigned projects.

» Meetingswill be scheduledasrequiredbetweenmanagementand staff.

s Staffshouldswitchoff from companylTwhenthe workingdayis complete.

* LineManagementwill havethe followingtagline on allemailsand employeesare encouragedo mirror this
tagline in their own email correspondences “Wework flexibilityat Roscommori©€CCl am sendingthis message
at a time that suits me. Please feel comfortable knowing that | don’t expect you to read, respond to or action it
outside ofyourown regularworking hours’

+ Companyemployeeanustprovideanalternativemobilenumberto the work mobile numberwhereyoumay

be reached if required by the company, this will be used sparingly by the company. If the company needs to

contact, you outside of your normal work hours you will be contacted on your work mobile and or the
alternative mobile number you have supplieaithe company. The following is not an exhaustive list but

sample incidences where the company may need to contact you on the alternative number provided would

be: Force majeure, unexpected job requirement, rota change or requirement for information frem t
company and/or funders

+ Staff must have the appropriate emergency contact details always stored in their pttberes must include
their relevant line Manager.
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Security& Confidentiality

Dataprivacyand confidentialityare essentialcomponentsto effective hybrid working. Yourworkingenvironment

and working practices are subject to the same working standards that are applied to the Company’s offices regarding
confidentiality, access to Company documents and health and satétyployees are required to ensure that all
sensitive and confidential information in electronic format is not duplicated unnecessarily onto devices and
hardware.Regularlyreviewingthe savedfilesanddatasavedto yourhardwarewill helpyouto adhereto the GDPR
principle of data minimisation.

Staffshouldnot print soft copiesof companydocumentationasper our greenpolicyunlessabsolutelynecessaryor
audit purposes, this includes emails.
If on any occasion, Company documents are used while working at home/remotely, precautions must be taken to
ensure third parties (including members of your family, visitors or other persons visiting or residing in your home)
do not becomeawareof any informationwhichis confidential. Informationmustnot be left unattendedwhenyou
areworkingandwhenmaterialsare not in usethey mustbe keptlockedawayin a secureplace. Similarprecautions
must be taken when transporting documents in the course afrygork.
TIP:Remembepurcleandeskpolicy
+ As per the Employee Handbook and the confidentiality agreement signed by the employee upon
employment,securingdataandcompanyinformation shouldbe of utmostconcern Anybreachesn
security protocol may lead to strict and swift disciplinary action.
4 Peripheral equipment such as printer and modem may not be connected to any of the Company’s
computerswhile hybridworking.
+ All Company business informationregarded asonfidential. Customer/client and staff information held
or known by yourself is subject to the provisions of the General Data Protection Regulation and Data
Protection Legislation therefore, you must take steps to always protect Company records against loss,
unauthorised access, alteration or destruction.
4+ You are required to take special care to secure all records and to prevent unauthorised disclosure of any
Companyor other businessnformation. Customeror customercontactinformationis particularlysensitive
as customers have a legal right to expect personal information held about them to be held in utmost
confidence.On behalf of the Company, it is your legal obligation to ensure these rights are protected.
+ Employeewill be givenaccesgo a Virtual PrivateNetworkto secureconnectionswith companyservers
and networks. The VPN must be always used while conducting work.
4+ Cybersecurity measures have been put in place

Precautions must be taken to ensure third parties, including members of your family, visitors or other persons
visitingor residingin yourhomedo not becomeawareof anyinformation whichis confidential. Information must
not be left unattended when you are working and when materials are not in use they should be locked away in a
secure place. Similar precautions must be taken when transporting documents in the course of your work and
adherence to the sign out of docwentation you may be taking from thefface while hybrid working is required.
(Refer to Appendix 3 Company Files/Documentation Sign out)
+ Informationmustnot be left unattendedwhenyou areworkingandwhen materialsare not in usethey
must be kept in a secure place
4+ Consistent with the Company’s policy on confidentiality, employees working from home are expected to
ensure the protection of proprietary company and client information accessible from their home office.
Steps include, but are not limited to: clean desk policy, use of locked file cabinets, disk boxes and desks,
regularpasswordmaintenancegdataarchiving/backupsshreddingof documentationandanyother steps
appropriate for the job and the environment as determined by your direct line manager and/or the
Company
+ Use of any computer equipment owned by the Company and its software is limited to yourself alone and
to business applications.

84

CompanyConfidential- Roscommomounwmm@m@ﬂtﬂ)loyedﬁamboows Dated:02/04/2024



Information personal to you should not be stored on the work computer.
Keepall systemspasswordprotected,and ensurea screenis lockedor off at all timeswhennot in use.
Store equipment in a safe and clean space when not in use.
Followall GDPRdata encryption,protection standardsand settingsat all times, ensuringthat anyonewho
isnot anemployeedoesnot haveaccesso companyinformation,whetherconfidentialor not. Refrainfrom
downloading suspicious, unauthorised or illegal software
+ You are required to take special care to secure all records and to prevent unauthorised disclosure of any
Company or other business informatiolient/Customer or customer contact information is particularly
sensitiveasClients/Customerblavealegalright to expectpersonainformationheldaboutthemto be held
in utmost confidence.On behalf of the Company, it is your legal obligation to ensure these rights are
protected if working from home and/or company headquarters.
+ If you have any reason to believe that Company information is lost, altered or has been accessed by any
homeworkingunauthorisedperson,you mustreport this to your direct line managemwithout delayin case
there is a data breach.
+ Yourdirectline Managermustbe informedimmediatelyof anyactualor potential changego: -
e Your address for home working
¢ Analternativemobilenumberto yourwork mobile numberwhereyou maybe reached
* Any other changes relevant to the use of your home as your temporary workspace.
4+ The Company’s representatives have the right, on request, to visit and gain access to that area of your
homeyouusefor yourworkplacein orderto:
* Review,jnspector removeanyof our property, documentsyecordsor other information relatingto our
business and your work for us.
s Toconductanaudit of healthandsafetyprovisions.
s Any breaches of our company policies including data protection/GDPR, and confidentiality policies will be
investigated in line with our usual policies and may result in disciplinary action, up to and inclistingsal.

R

Note: For full policies and Procedures, you should refer to the latest version of your employee handbook available
on your BrightHr portal and/or from management

Expenses

Therewill be no additionalexpensegpaidto hybridworkingemployees

No changes will be made to an employee’s salary where employees are authorised to work within our
companyhybridpolicy.

Employeesvho work from homeare expectedo providetheir own broadband/WIFIheatingandlightingand
appropriateinsurances.

Printer,paper,shreddersandink cartridgesare not itemsthat are allowedfor hybrid workingasthe company
promotes a paperless environment within our company’s green policy. All staff are instructed to cooperate
with this. Printers, Paper and ink cartridges will be provided for essential printing within the office
environmentthroughthe normalcompanypurchaseorder processesnd printing shouldbe minimalor
eliminated completely.

Foravoidanceof doubt, traveland subsistencevill not be payablefor attendingthe mainwork premises
during a hybrid working arrangement and meetings with clients should not be arranged to be more
advantageous for travel & subsistence

Noexpenseswill be paid or reimbursedin respectof costsaccruingto an employeewho makeschangego

their home, or purchases equipment to avail of a hybrid working opportunity.

Employees availing of hybrid working arrangements may make claims directly from the Revenue
Commissionerm respectof tax relief for certaincosts whenworkingfrom home. Theapplicationcanbe made
at the end of the relevant tax year, in accordance with the relevant tax l&wg.claim made in this regard is
solely a matter for the individual concerned. Further details on eWorking and tax are available at:
Revenudnformationon eWorkingand Tax
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In addition, employeesshould:

»  Carrytheir RoscommorCCGNorkIDBadgeandletter from your employerif applicable

= Carryamobilephonesuppliedby the companyandalwayshaveit fully chargedandturned on duringyour
working hours to ensure yaoare contactable. Ithe company need to contact, you outsidéyour normal
work hours you will be contacted on your work mobile and or the alternative mobile nhumber you have
supplied to the company.

=  Checlout/in all companyfiles/documentationtakenfrom companyheadquartersy relevantemployeeon
template provided below and saved inBCCC Sharedffice and Canteen

=  When working alone from home, if you have any conceeggmrding your safety, you should immediately
arrange a call to have a discussion with your line Mandggting is not acceptable.

If you are approvedby managementto work temporarily from home,you havearesponsibilityto take
reasonable care of yourself and other people who may be affected by the work you are doing.

Employeesnust:

s Completea ContactDetails& InventoryAudit on Hardware/Softwaresuppliedfor Employeesvho are
approved for a hybrid working arrangement

 Cooperatenith RoscommorCCdine managemenandfollow their instructions,

+ Protectyourselfand othersfrom harmduringthe courseof yourwork, e.g.,take careof any equipment
provided and report any defects immediately to line management

+ Reportanyinjury arisingfrom work activity to relevantline managemenimmediately

« Follow all procedures that have been put in place by your employer Roscommon CCC

In turn regarding our company’s responsibility for health and safety at work, Roscommon CCC will consult with our
employeego assureourselves:
« that the employeeis awareof anyspecificrisksregardingworkingfrom home
+ that the work activity and the home workspace are suitable
+ that we providesuitableequipmentto enablethe work to be donesuchas laptopmouse phone,chair,
other
» thatthereisapre-arrangedmeansof contact
+ that we haveemergencynext of kin contactsfor you on file
» that we havegivenyouyourline management&mailand contactnumber
+ that managementvill arrangeupdatesviaphone,internalintranet or emailwith eachemployee
+ that we providecontactdetailsfor our companylTsupportin the eventof technicalproblemswhere
relevant
+ that we arrangea meetingwith the employeeto satisfyhealth & safetyin the work from home
environment and have spot checks as may be deemed necessary under Health & Safety.
Failurefrom employees tacomplywith suchrequestsmay resultin permissionfor HybridWorking to be
revoked.

Health& Wellbeing

The Company retains its responsibility for the health and welfare of those employees working within a hybrid
model. However, employees albavea responsibility tdake reasonableare to protecithe health andsafety of
themselvescolleagues/clientsnot to engagein improperbehaviourandnot to be underthe influenceof drink or
drugs at work.
Atalltimesemployeesmust:
+ Complywith our normalworkingtime policyandtime recordingrequirementsasdetailedin the most
recent version of the company employee handbook.
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+ Haveasafeplaceto work,andworkin a safemanner. Yowvill be requiredto completea homeworking
assessment form.

+ Stayin touchwith Managemeniandcolleagueso provideengagemenbn both a businessandsocial
level.

+ Take regular breaks and build exercise into your daily routine.

Note: Employees working within our company’s hybrid working model must ensure that they read, understand,
adhereto, andkeepthemselveaupdatedon all operationalrequirementsincludinghealth & safetyin respectof
the environment in which they are working.

Note: It is important that you constantly consider your physical and emotional wellbeing while working within a
hybrid model. If you are experiencing any issues, inform Management as soon as possible and remember that if
you haveanyworriesor concernsyou haveaccess$o our company employeassistance@rogramme, refeto your
employee handbook for further details.

Other CompanyPolicies

While working as part of our company’s hybrid model, employees must adhere to all the conditions in the latest
versionof CompanyEmployeeHandbook(availableon your BrightHRoortal and/or from management)All
companypoliciesaroundconduct,confidentiality,sickleave,etc.,continueto apply,regardles®f location.

Disciplinaryactionsmayfollow policytransgressionsf anykind

Relevantl egislation
Safety,Healthand Welfareat Work

Underthe Safety,Health & Welfare at Work Act, 2005,employershavea duty to ensure,so far asis reasonably
practicable, the safety, health and welfare at work of their employees. This duty includes the employee’s workspace
whereemployeesareworkingremotely.
Keydutiesthat applyto the work activityandworkspacencludeensuringthat:

¢ the employeeis awareof anyspecificrisksregardingworkingremotely.

e the work activity and the workspace are suitable.

e theyprovidesuitableequipmentto enablethe work to be doneand

e there ispre-arranged means of contact.
Employees, have a responsibility to take reasonable care of themselves and other people who may be affected by
the work they are doing.
Employeesnust:

e co-operatewith their employerandfollow their instructions.

e protectthemselvesandothersfrom harm,duringthe courseof their work, for example take care

of any equipment provided and report any defects immediately to the employer.
e reportanyinjury arisingfrom work activity to their employerimmediately.
« follow procedures that have been put in place by their employer.

TheWorking TimeDirectiveandthe Organisationof Working TimeAct 1997

The Organisation of Working Time At897 places a duty on the employer to maintain full working time records
andin the absenceof thoserecordsandproperlymonitoringworkingtime; the employerwill beliablefor anybreach

- not only start and finish times but includes recording breaks and rest peridtierefore, for hybrid working
employeesmanagement/companyvill ensurethey haveandmaintainthe usageof adequatesystemdor recording
working time across all employees.
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Conclusion

The rights and expectations for employers and employees remain the same whether you are workingfiicthe
or within our company hybrigdvork environment. Employees asxpected to perform their work and mesdrgets
or carryout tasksassignedo matter their workinglocation.Employeefiavearight to restbreaksasper contractual
allowancesaandareencouragedo seekclearguidanceérom Managemenbn this, aswell asother resourcingjueries
which may fall under the scope of the company hybrid working model

Appealingthe outcome
TheEmployeénhasthe right to appealthe decisionif their requestisrefused.

Informaldiscussion

Beforeseekinga formal review, applicants should have a fagdace informal discussiomeeting with theirdirect

line manager to discuss the reasons for refusal and to explore if there is an opportunity to resolve any issues
identified. Ifthe issuescan be resolvedhe line managercan reassess the application and may amend their decision.

If the issues cannot be resolved, the applicant can seek a formal review.

FormalReview

If issuescannotberesolvedwith your directline managerthe Employeanaylodgean appealwithin 7 daysof the
informal discussion face to face meeting with their direct line manager. This should be done in writing to the
employee’s direct line manager and clearly state the grounds on which they are appealing.

Theappealwill be heardby an appealsofficer appointedby the companynormallywithin 21 workingdays;
however, these time limits may be extended by the management/company at its discretion.
TheEmployeewill then beinformed of the outcometo their appeal.

Forthe avoidanceof doubt, the decisionof the appealsofficerisfinal.
If you have queriesregardingany elementof this policy,you shouldcontactyour directline manager

Appendixl - BroadbandConnection& Speed

Areliablebroadbandconnectionis vital for effectivehomeworking. Speedteshassuggestedapacityfor
common data types. In general, Microsoft Teams requires 5Mbps and email requires 2Mbps.

A wired Router connection is preferable to a-Wiconnection for data intensive tasks like uploading large files.
Online speed tests may help identify any shortcomings laytatid staff should contact their provider if broadband
capacity does not meet requirements. If poor broadband capacity negatively affects business operations the
employee may be requested to work from their normal work base i.e. the offices of Rosconouoty Childcare
Committee CLG

Appendix2 Guidanceon Workstation Setup
Thefollowinggivesguidanceto employeeson howto setup your remote workstation
WorkspaceArrangements
|Z| e Comfortable space to change position and vary movements
= o Sufficientspaceto allowfor flexibleequipmentarrangements
SufficientWork Space
° e Keepthe work areaorganisedandtidy.
< e Wipedownthe desksurface keyboard mouse,andanyother high-
< touch hotspots frequently.
GoodHousekeeping e Managecablesandroute themawayfrom anyareaswherethereis
frequentfootfall and preventtrip / fall.
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Disposeof rubbishregularlyandensuresensitivework materialis
disposedofin line with RoscommorCC®rocedures.

N

Keepaccesandegressoutesclear

SafeAccessand Egress
= e Lighting is a factor that needs to be considered in the work
s@r environment. When setting up a workspace, consider whether:
’/ | \‘ ¢ Sufficientnaturallight is availablealongwith artificial light to enable
I viewing and reading of documents.
AdequateLighting g ¢

The location of a laptop/monitor is placed to reduce glare which can
changethroughoutthe daydueto externalfactorsandfrom the useof
indoorlighting.

&

Comfortable Temperature

The sedentary working environment temperature should be at a
minimumtemperatureof 17.5°CThiswill changedependenton the
weather and personal needs of the employee working in a hybrid
environment

Where temporary heaters are used, care needs to be taken to preve
fire or burnsfrom contactwith hot surfacesWhenworkingfrom home,
it is the employee’s responsibility to ensure that portable heating
equipmentisin goodconditionandsuitablefor the purpose.

Ventilation

Usenaturalventilationfor exampleopeningawindowto regulate
temperature and allow air to circulate.

(c

Comfortablenoiselevels

Quietanddistractionfree space

0

Safeelectricsandcables
.. .Lv
=5

Safeequipment

Note: If there are any concernsaboutthe electricalinstallation,immediately
contact a registered electrical contractor to ensure the safety of the
installationin your hybrid/homeenvironment

Electricakquipmentshouldbe maintainedin goodworkingorderand
be free of any obvious damage.

Employedo regularlyvisuallyinspectequipment.
|.T.equipmente.g.,phones|aptopsshouldnot be left unattendedwhile
charging for long periods.

Defectivel. T.equipmentshouldbetakenout of useimmediatelyandas
appropriate reported to the line manager

Household electrical supply and I.T. equipment provided by the
employeee.g.,lighting,heatersshouldalsobe checkedby the employee
on a regular basis.

All circuitssupplyingsocketoutlets are protectedby a RCO)Residual
Current Deviceiind the operation othe RCD is checked and tested
regularly;

Onlyusethe chargerandacadaptors/cableghat comewith the laptop/
mobile device

Avoidoverloadingof sockets

%

Minimisingthe risk of fire shouldbe managedaspart of the day-to-day
operation.

Regularlytest the smokealarmand/or arbonmonoxideby pushingand
holding the test button until it activates.

Disposeof rubbishregularly.
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FireSafetyandEmergency
Arrangements

Note:fire detectionandfirefightingequipmentis the responsibilityof the
homeowner.

Keepelectricalsockets plugsand cordsin goodconditionanddo not
overload sockets.
Keepsuitablefirefightingequipmentavailablee.g.fire blanketsand
suitable fire extinguishers.

If afire occursin yourhome GETOUT STAYOUT& CALIFORHELR999
or 112)

i

I|W

Reportwork related nearmisses
and incidents

Allwork-relatedincidentsshouldbe reportedviathe incidentreport
system to the line manager

Arrangementdor regular
communications

Stayin communicatiorwith the line managerandwork colleagues:

Havean agreedarrangementwith the line manageito maintaincontact.
Keep details of the line manager and colleagues readily accessible.
Discussgssueswith the line managere.q.,if youfeelthe workloadis
getting too much.

Arrangind Tsupportin the eventof technicalproblemswhererelevant
(Roscommon CCC IT agent)

Checkin on colleagues/managemer.q.,virtual lunches tea breaksfor
work and nonwork, informal and formal communication

Workstation Arrangements

(=]

=

Work desk

Comfortable space to change position and vary movements
Sufficientspaceto allowfor flexibleequipmentarrangements
Spacen front of the keyboardis sufficientto supporthandsandarms
Sources of glare, distracting reflections controlled

Accesgo the deskshouldbe unobstructed.

Chair

Checkthe conditionof the chairandadjustthe seatsothat:

Work chairshouldbe stableandallowthe usereasyfreedomof
movement and a comfortable position.

Theseatshallbe adjustablein height

Theseatbackshallbe adjustablein both heightandtilt andprovide
lower back support.

You can sit upright and all the way back in the chair.
Youarefacingthe work areawith shouldersrelaxedandheadnaturally
balanced.

Thedesksurfaceunderneathforearms,hands wrists,andforearmsare
parallel to the floor.

Yourthighsarefully supportedon the chairandparallelto the floor.
Your thighs, knees and back of legs are clear of surfaces.

In setting the height of your chair, your forearms should be
approximatelyhorizontal,andyour eyesshouldbe approximatelyat the
same height as the top of the screen.

Feetshouldbe flat on the floor, thighsparallelto the floor andlower
legs approximately vertical

"IN

a
DisplayScreen’ Monitor

Characteron screenshouldbe well definedandclearlyformed
(adequate size and spacing).

Screerimageswell definedandformedwith no flickering/ instability
Screen can swivel easily and freely, and height is adjustable to user|
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Adjustyour monitor sothat:

Dockingstation/ separatemonitor / laptoprise/ standavailablefor
laptop users

Screen position is approx. at arm’s length, directly in front of user and
the top of the screenis at or slightlybeloweyelevel
Thebrightnessand contrastcontrolson the screensuitlighting
conditions in the room

The screen position is approximately at arm’s length and aligned directly
in front of you, to avoidtwisting of torso.
Thetop of the screenis at or slightlybeloweyelevel.

S

Keyboardand Mouse

Keyboardwvith matt surfaceandcharactersare clearlydefined
Keyboard is tiltable and separate from the screen
Mousemovessmoothly

Spacen front of the keyboardis sufficientto supporthandsandarms.
Positionthe mousewithin easy reachsoit canbe usedwith a straight
wrist. Rest fingers lightly on the mouse buttons and maintain a soft
touch.

Keyboard and mouse close to the use with a neutral wrist position
Keepwristsstraightwhentypingand maintaina soft touchon the keys.
Laptop/PGhouldbe connectedto anexternalmouse the mouse
should move smoothlyif required use a mouse mat.

Laptopmustbe setup usingadockingstation/ separatemonitor/ laptop
riser / stand with a separate keyboard and mouse.

- - Workingfrom a Laptop
A Thesamearrangement(asabove)isrequiredwhensettingup your laptop.
Laptop In addition:

e Thelaptop must beset up usinga dockingstation / separatemonitor /
laptopriser/ stand,separatefull-sizedkeyboard,and mouse.Alignthe
laptop centrally with your body, to avoid twisting.

e Theheightandpositionof the screenshouldbe angledsothat youare
sitting comfortably, and reflection is minimised.

o Utiliseaheadsetwhenoperatingakeyboardor mouseanddealingwith
frequent phone calls.

Headset
e Avoid working with sunlight directly on the screen.
E é e Adjustscreenbrightnessandkeepthe screenclean.

- R e Utiliseantiglare screen filters / screen protectors as required.
() il e Employeesreadvisedto havetheir eyestestedevery?2 yearsor sooner
if advised by a medical professional.

EyeHealth e Give youreyesabreak usinghe 20-20-20 rule- duringanyscreen work

— for every20 minutesfocusingon the screen ook awayfor 20 seconds
at something20feet away.

Postureandposition breaks
Stretch

> L7

Takeshortperiodicbreaksor changesf routine awayfrom the
workstation.

Do not sit in the same position at a computer workstation for long
periodsof time and makesureyou changeyour postureasoften as
possible.

Changeposturefrequentlyand stand/ moveat leastevery30 minutes;
Make small changes like standing during phone calls and varying ya
activities.

Takeshortperiodicbreaksor changeactivityto awayfrom the
computer workstation.
Dosomesimplestretchesthroughoutthe day.

If possibletakeashortwalkduringyour lunchbreak
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DSHJserInformation

Whenseated:
<+ Situprightandall the waybackin the chair
<+ Sit facing work area
4+ Keepshoulderseelaxedandheadnaturallybalanced
<+ Maintain neutral back position
<+ Thighsfully supportedon the chairand parallelto the
floor
+ Feetflat onthe floor, usefootrestif needed

Adjustmonitor sothat:
<+ Thescreenis at arm’s length away
<+ Thetop of the screenis at or slightlybeloweyelevel
<+ Avoid twisting the upper body
+ Positionthe keyboardand mousenextto eachother
and near enough so that elbows are close to the
body.

OtherHintsand Tips:

Position the items that you use most
frequently in a semcircle around you.
Youshouldreducethe needfor stretching
as much as possible

<+ The primary work zone is where
yourkeyboardandmouseshould
be. This means that you don’t need
to moveyourupperarmto perform 7
the task. T

4+ Thesecondarywork zoneis where
materials and tools used less
frequently are placedHere
everything can be reached within
the envelop defined by an
outstretched arm.

<+ The reference zone is where
infrequentlyuseditemsarestored
and may require additional bodily
movement to access them,
including standing up if you are
seated.

Photograph

When you have received the necessary equipment to organise your remote workstation as outlined above,
photographshouldbe takenof yousitting at your workstationto confirmthat the correctergonomicsetupisin
place and relayed to your line management.
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Photograph
Sideview profile of you sitting at your desk.

Appendix3 CompanyFiles/DocumentationSignout
RoscommorCountyChildcareCommitteeCLGCompanyFiles/DocumentationSecurity

Customer and staff information held or known by yourself is subject to the provisions of the General Data Protection
Regulation and Data Protections Acss a company employee, you must take steps to protect Companoydsat all times
against lossynauthorised access, alteratiar destruction. All Comparfjlestaken fromthe company headquarters must be
checkedout/in by relevantemployee/s All files/documentationtakenfrom companyheadquartergsthe responsibilityof the
employee who has them in her/his possession

NAMEOF DATEOF DATEOF PURPOSEBFCHECKOUT| EMPLOYEE | EMPLOYEE
DOCUMENT/FOLDER CHECKOUT | CHECHN NAME SIGNATURE

Appendix4 RoscommorCCEmployeeSelfAssessmenRiskAssessmenfForHybrid/Home Working Applicants)

Risk | Yes/No | ActionRequired

Insurances

Haveyou hybrid workingincludedon your homeinsuranceand
attachedcopyof sameandagreeto haveit renewedannuallyif
workingfrom home

Broadband

Doyouhaveadequatebroadband/Wifiandhaveyou attached
proof?

DeskArea

Doyouhaveadequatespaceto work comfortably?

Isthere enoughspaceunderneathyour deskto stretchyourlegs?

Aretheretrailing electricalcablesaroundyourworkingareathat
needto betied up?

Isyourworkingareawarm, well-lit andwell-ventilated

Doyouneedadesklampto improvelighting?

Isyourworkingareaclutter free sothat you canfocuseasilyon the
task?

DisplayScreenssetUp

Isyourdeskchairsetup correctly?Isyourlower backsupported,
arethere armrestsandareyour feet flat on the floor?

Doyouhaveenoughsurfacespaceon your deskto work
comfortably?

Areyour keyboardandmousecleanandwithin easyreach,without
havingto stretch?
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Isyour displayscreencleanand positionedsothere is no glarefrom
awindowor light

Is your display screen level with your eyes so it doesn’t cause
discomfortto your neckor head

Canyoueasilyreacheverythingthat youneedwithout twistingand
strainingyourupperbody

Fireand ElectricalSafety

Aresmokedetectorsworkingandcheckedegularlye.g.every
month?

Doesanyelectricalequipmentsparkor showsignsof burnsandso
needsremovingfrom use?

Doanywireslook damagedor frayedandsoneedremovingfrom
use

Doyouregularlyinspectyourelectricalequipmentto checkfor
signsof wearandtear?

Doyou switchoff equipmentwhennot in use?

Doyouhaveemergencyarrangementsn placein caseof fire

Stressand Welfare

Doyoutakeregularbreaksawayfrom your workstation

Doyou carryout regularlystretchesat your deskto avoidstiff or
soremuscles?

Doyou haveeasyaccesgo first aid equipmentif required?

If youusea computer,do youhaveyoureyestested everytwo
years®

Canyoueasilyreacheverythingthat youneedwithout twistingand
strainingyourupperbody?

ManualHandling

Areallitemsthat youneedfor work within easyreach?

Areheavyitemsstoredon lower shelvego avoidthe needfor
loweringthem?

Areheavyitemsstoredon lower shelvego avoidthe needfor
loweringthem

Doyouknowhowto correctlypickup, carryandlower heavyitems

Slips,TripandFalls

Arefloor coveringssuchascarpetsandrugs,secure?

Doyoufrequentlycarryhot drinksandfood upstairs/downstairs
andrisktripping?

Arestairwaysandcorridorsclearof trip hazards?

Isthe floor areaaroundyourdeskclearof boxes papersandwires?

LoneWorking

Areyou familiar withyour employer’s lone working policies?

Areyoufamiliarwith youremployersHealth& Safety?
polices including Roscommon CCC NOVEL
CORONAVIRP®LICE PROCEDURE?

Doyouknowthe name,contacthnumberandemailaddressof your
line manager?

Doyou have a system for regularly ‘checking in” with your line
manager/employeif youare not visiblyonlineeachday?

Is your home kept secure whilst you’re working there?

Isyourwork computer/laptopand/or work mobile phone
encryptedand passwordprotected?

Areimportantfilesandlaptopskeptlockedawaysecurelywhennot
in use?
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ContactDetails& Inventory Audit

Item of equipment Received| Action Required
from
company
Yes/No

Hardware:

Laptop,chargerand LaptopCase/bag

MouseandKeyboard

LaptopRiser(if applicable)

Monitor

Mobile Phone& Charger

Bluetoothset/Headphones

Diaryand Stationaryitems (if applicable)

Softwarerequiredto beinstalled on devices:

Laptop

Office365

Firefox/Internetbrowser

Microsoft Teams

BrightHR

Mobile Phone

Email

MSTeamsand/or other companywork applicationsasindicatedby
management

BrightHr + Blip

SociaMedias:Facebook/Twitter/Instagram

Linkus

Microsoft Teams

BankingOnline(if applicable)

DeclarationSignOff by Emp

loyee/Applicant

Numberof actionsrequired

SignedRoscommorCCEmployee
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- Roscommon County

’ ' *  Childcare
Comies S0 Appendix5 - RoscommorCCGHybrid/Changeof Work HoursRequest-orm, Applicant
Declaration and Applicant Risk Assessment if applying for Hybrid Work Model

Pleasesignand completeall sectionsabovebefore returningby emailto your line manager Pleaselsosubmitone signed
hard copy including all associated documentation marked Private and confidential in a sealed envelope to

LineManager,CountyChildcareCoordinator/ManagerRoscommorCountyChildcareCommittee KnockRoad Castlerea,
Co. Roscommon.

Note: Pleasesetout the detailsof flexible/hybridworkingarrangementshat youare seekingEmployeeshouldbe aware
that therewill be certain days that theompany will require staff to bpresent at company officethis is nonnegotiable
andwill be relayedto you by yourline management.

Date

EmployeeName

JobTitle/Role/Grade

EmployeeCurrentWorking
Pattern/Hours(CoreFundedHours)

LineManager

EmployeeHomeAddress

EmployeeWork Mobile Number

Employee€Alternative Mobile Number

Nextof KinNameé& Contactdetails

Option 1 Change of Work Hourd want to apply to work less Yes No
hoursandunderstand if approved the variation in contract terms
is a permanent one and | have no automatic right to charggck
to my previousworking pattern/hours of work. | understandthat
any changes agreed will be included in an addendum to mgyst
up to date Contractof Employment/Termsof Employment

If Yes pleaseexpand

Option 2 Hybrid Model | want to apply for hybrid working Yes No
arrangement. | understand that if approved the variation in
contract terms is a permanent one and | have no automatic right
to changebackto my previousworking arrangement.l understand
that any changes agreed will be included in an addendum to my
mostup to date Contractof Employment/Termsof Employment

ProposedHybrid/HomeWorking LocationAddress& Eircode& anyother relevantdetails

ApplicantDeclaration(if applyingfor a hybrid work arrangement)

I, (insertnameof applicant),confirm that:

Yes [ No

In a hybrid/home working arrangement for your role, will the Roscommon CCC and
client/customerserviceneeds continuego be deliveredto the samelevelandcapacityasthe
existingon-site workplaceenvironment?

Doesyourrole, haveresponsibilitieghat canbe, at anygiventime, conductedfrom a
hybrid/homelocation,without affectingservicequality or organisationabperations?

Canthe operationalneedsof RoscommorCCMe met regardlesof yourwork location?

Canyourrole be undertakenoff-site without disruptionto the flow of work and
communication(e.g.,availabilityusingremotetechnologysuchassharedserversemail,
phone)?

Canfull andeffectiveparticipationin meetingsbe conducted usingremotetechnology(e.g.,
Microsoft TeamsZoom,Phone)?

In carryingout yourrole, do you havethe needto accesgphysicalfiles, specialisiequipment,
client/customerfacingservicesrequirementto attend physicameetings etc.?

Inyourrole,doyouhavethe needto accessechnologies/equipmenaccessiblepnly on-
site?
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Inyourrole,doyouneedto provideclient/customer/suppliersfacingservicedeliverywhich
requiresattendanceat the RoscommorCCoffice?

Inyourrole, pleaseoutline the tasksthat are more efficiently performedandcarriedout on-
site.

Pleaseoutline anyissues/barriersasper the responsesabove?

Outline the proposedhybrid/home working locationand anyother relevantinformation in relation to this location

Explain the impact, of your proposed amended working pattern or hybrid/home working arrangement on the
RoscommorCCCasyour employer,colleaguesclients/customer/suppliersfor examplecommunications productivity,

line management and team working (please include pros and cons)

Explain,how you believeany potential barriersto your proposednew working pattern/hybrid/home
working arrangement could be overcome

StateanyspecificrequirementsregardingSecurity,DataProtectionand Confidentiality

Pleaseoutline equipmentrequirements

If the companyhasalreadysupplied equipmenthat you mayusein a hybrid/home working environment, please

outline each item

ApplicantDeclaration(if applyingfor a hybrid work arrangement)
I, (insert name of applicant), confirm that:

Yes/No

I haveconsideredhe implicationsof the hybrid/homeworkingarrangementsand confirmthey will not
adversely affect the operational efficiency of the Roscommon CCC. | understand that my direct line
managemayseekfurther clarity on anyof the above

I understandthat eachrequestwill be consideredoy my employeron a caseby-casebasisanda
precedentwill not be setby the grantingof flexible/hybridworkingin anyone particularcase.

I understandandagreethat managementnd/or an appointeddesignatedoerson/agentwill carryout an
assessment (this may be done remotely by mutual agreement) on my proposed workstation regards
suitability for hybrid working and that periodic checks will take place to ensure Health & Safety
requirementsare met,

| haveattachedmy up to date signedcontractof Employment/Term®&f Employment{Signedy both
employeeandcompany)

| haveattachedproof of homeinsurancewhichisadequatefor homeworking andagreeto renewthis on
anannualbasisandfurnishto management

| haveread and understood the full contents of Roscommon CCCs company’s most recent employee
handbook available on my BrightHr portal and also available from management and understand tf
policyreplacesSection13.12in my employeehandbook.l will continueto complywith all of my obligations
as an employee of Roscommon County Childcare Committee CLG including all legislative obligat
remain bound by all relevant organisationalpoliciesand procedures(includingthose referred to in this
Policy).

| havecompletedthe self- assessmentiskassessmenandattachedto my application(if requesting
hybrid Working)and| agreethat this will be further completedby my employeraspart of the homevisit

| agree that the company’s management and/or appointed designated person/agent will carry out visit/s if
I amapprovedfor the companyhybridwork arrangemento my homeaddressn relationto health & safety
at work (this may be done remotely by mutual agreement). | will cooperate with any risk assessm
other employer requirements, to ensure health and safety at work, taking reasonable care of myself

other peoplewho maybe affectedby the work | amdoing.
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| agree that my employer’s work premises/office/site location remains the primaplaceof work, my pattern
of attendancemay changeand| maybe requiredto attend on anyworkday,asand whenrequiredin line
with businessieeds.

| agreethat | will not usemy homefor in-personwork related meetings.

| agreethat | will have no automatic right to a dedicatedworkstation when attending the office/work
premisespunlessaccesgo specialisequipmentor specialprovisionsarerequiredin the workplace.

| agreethat blendedworkingis not an entitlement, or term of employment. The arrangementmay be
terminatedat anytime, on reasonablenotice.

| agree that future promotion/transfer/mobility opportunities will impact on hybrid/home working
arrangementsandanew applicationwill haveto beraisedon assignmento anynew position

| agree to return all my employer’s equipment/property ta the Roscommon CCC office upon ceasing the
hybrid/homeworkingarrangementor uponrequestbythe employer

| understandthat my employerwill not coveranyadditionalcostssuchashomeinsurancethat mayincur
for me uponrequestfor hybridwork approval

| agreethat no liability will arisefor my employerRoscommorCCCLGarisingfrom my useof hybrid work
arrangements or use of this policy and its related contents.

Declaration& SignOff by Employee/Applicant
No. of ActionsRequired:
| declarethat the information andassociatedlocumentationincludedin the ApplicationFormistrue andaccurate
Signed: (insertemployees/applicantsnamein type here)
Date:

FOROFFICESE

Date Stamp& Initial when Applicationwasreceivedby RoscommorCountyChildcareCommitteeCLG

13.14LoneWorkingPolicy

The purpose of this procedureit to ensurethat all staff who have occasionto work alone, either within the
company’s headquarters in Castlerea, Co. Roscommon, or when making visits to services, or visits to any other
organisation, are aware of basic safety procedures in order to minimise personal risk. Staff must have the
appropriate emergency contact details stored in their phones at all tittesse must include their line Manager.
Shouldthe employeeexperiencadlifficulty whilst beingoff-site,immediatecontactmustbe madewith their relevant

line Manager, texting is not acceptable.

LoneWorkingwithin CompanyHeadquarters- DuringOffice Hours
Staffleavingthe office should check with colleagues beforthey go to ensurehat if a staffmember is left alone
in the office that they are aware that they are working alone within the company offices and then should:
» Ensurehat youarenearto atelephoneto callfor helpif needed
= Ensure that keys are secured and not accessible to visitors
= |fyoubecomeanxiousregardingyoursafety,youshouldcallEmergencyservicegor help.INROIlcall
garda, ambulance or fire services on 112 or 999, if in NI call 999 and Automobile Association (AA)
BreakdownService
Tel:180066 77 88; www.aaireland.ie
= Ifanincidentoccursit shouldbereportedto yourline Managerassoonaspossibleafter the event

LoneWorkingwithin CompanyQuarters- OutsideOffice Hours
Staffworkingalonewithin the companyofficesoutsideoffice hoursshould
= Ensurethat all windows and doors are securedto prevent unauthorisedaccessso that the working
environment is as safe as possible
= Leavepremisesnherepossiblewith trainingparticipantsif deliveringtraining
= Onleavingcompanyfacilities,ensurethat all windowsare closedanddoorslocked
= Ifanincident occurs, you should call Emergency Services for help
» Ifanincidentoccursit shouldbereportedto yourline Managerassoonaspossibleafter the event
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Loneworking awayfrom companyheadquarters
Staff working alone, away from companyheadquartersduring businesshours, must advise colleaguesof the

following and log meetings on the internal sendmode database calendar:

*  Whereyouaregoing

= Nameof person/organisation/servicgouaregoingto see

= Acontacttelephonenumber, ifpossibleof the personnelyou haveplannedto meet

*  The time of the appointment

= Thetime whenyouare expectedto return to the office

» Ifnotreturningto the officeat the time expected staff shouldcalltheir line Manageron leavingthe meeting

= Ifinvolvedin acaraccidentor breakdown,yourline Managershouldbe informedaswell asthe Emergency

Servicestextingis not acceptable

NB:In an emergencyf your line Managers unavailable to take a call then ask one of your work colleatjutske
the callandthey will be responsiblefor passingon the messagdo the relevantline Manager(or BoardChairperson
if line Manager unavailable)

In addition, staff should:

= Carryamobilephonesuppliedbythe companyandhaveit turned on at alltimessothat youarecontactable
by the office

= CarryanRoscommorCCGNorkIDBadge

= Parkascloseaspracticalto the buildingyou arevisitingin awell-lit positionif possible

=  Whenworkingalone,if you haveanyconcerngregardingthe safetyof a particularservice visityou should
either discuss with your line Manager who may advise to take a colleague with you, or rearrange it for a
time when the risks can be minimised.

SECTIONM Capability& Competence

INTRODUCTION

We recognisdhat during your employment with us your capability or competence to carry out your duties may
deteriorate. This can béor a number of reasons, the most common ones being that eitherjob changes over a
periodoftime andyoufail to keeppacewith the changespr youchanggmostcommonlybecausenf healthreasons)

and you can no longer cope with the work. Roscommon CCC recdlgaidbese changes may require additional
support from the company.

14.1 JOBCHANGES

Changego Termsof Employment
Thelawon changingyour contractis setout in Sectionb of the Termsof Employmen{Information)Acts1994-2014.
Theruleswere updatedbythe EuropearJnion(TransparenandPredictabléeNorkingConditionsRegulation2022.

Changes to work practices

Your employercannotchangeyour contractwithout your agreementbut they can changeyour work practices.
Legally, thereis adifferencebetweercontractuatermsandwork practices.

Contractual terms

Contractualtermsincludeyour pay,hoursof work, sick payandpensionscheme.

Many of your contractuatermsarein thewritten statemenof your Termsof Employment

Work practices

Examples ofvork practicesnclude breaks and rostering. Your employer may change these work practices without
your agreement. It is reasonable for an employer to update work practices or processes to save money or increase
efficiency.

Changesintroduced by law

You and your employer must comply with the law. For example, in 2023, the law exiended an employee’s legal
entitlemento sickleave.

Changesintroduced by agreement

You andyour employercanagreeto changeyour contractfor exampleif yourjob responsibilitiexchange.

99

CompanyConfidential- Roscommomounwmm@m@mﬂ)loyedﬁamboows Dated:02/04/2024



1) If the nature of your job changes, we will make every effort to ensure that you understand the level of
performanceexpectedof youandthat youreceiveadequatetrainingandsupervision.If we haveconcerns
regarding your capability these will be discussed in an informal manner, and you will be given time to
improve.

2) If your standard of performance is still not adequate you will be invited to a formal meeting and may be
issuedwith averbalwarning.Failureto improveandto maintainthe performancerequiredcouldleadto a
further warning in writing.

3) If your standard of performance is still not adequate you will be invited to a subsequent formal meeting
and the outcome could ba warning in writing that a failurte improve andto maintain the performance
required could lead to a further final warningVe will also consider the possibility of a transfer to more
suitable work if possible.

4) Ifthereisstillnoimprovementafter areasonabldime, youwill be issuedwith afinal warningthat you will
bedismissedinlessthe requiredstandardof performanceis achievedand maintainedif we cannottransfer
you to more suitable work.

5) If suchimprovementis not forthcomingafter anagreedperiod of time, youwill be dismissed.

6) Everyeffort will be madein betweenmeetingsto setout achievableargetsandobjectivesandyouwill be
fully aware of the level of performance expected of you.

7) We reserve the right to take into account an employee’s length of service and to vary the procedures
accordinglylf you havea shortamountof serviceyou maynot be in receiptof anyformal warningsbefore
dismissalHoweveryouwill retain the right to aformal disciplinaryhearing the right of representationand
the right to appeal.

14.2PERSONALIRCUMSTANCES

9 Personal circumstances may arise in the future which do not prevent you from attending for work but which
prevent you from carrying out your normal duties (e.g. a lack of dexterity or general ill health). If such a situation
ariseswe will normallyneedto havedetailsof your medicaldiagnosisand prognosissothat we havethe benefit of
expertadvice. Undernormalcircumstanceshis canbe mosteasilyobtainedby askingyourown doctorfor amedical

report. Your permission is needed before we can obtain suchport and we will expect you to aaperate inthis

matter should the need ariseWhen we have obtained as much information as possible regarding your condition
andafter consultationwith you, adecisionwill be madeaboutyourfuture employmentwith usin your currentrole

or, where circumstances permit, in a more suitable role.

1 There may also be personal circumstances which prevent you from attending work, either for a prolonged
period(s)or for frequentshortabsences Underthesecircumstancesve will needto knowwhenwe canexpectyour
attendance record to reach an acceptable level and again this can usually be most easily obtained by asking your
own doctorfor amedicalreport. Whenwe haveobtainedasmuchinformationaspossibleregardingyour condition
andafter consultationwith you, adecisionwill be madeaboutyourfuture employmentwith usin yourcurrentrole

or, where circumstances permit, in a more suitable role.

RECORDINGFFORMAIMEETINGS

Wereservethe right to audiorecordanymeetingswith employeesijncludingmeetingsconductedin accordance

with the Company’s Capability & Competence policy, Disciplinary Rules & Procedures, Grievance Procedure,

Redundancy Procedures, Personal Harassment Policy & Procedure, Bullying Prevention & Resolution Policy, and
anyAppealsProcedureTheright to audiorecordmeetingsextendsto anyformal meetingsconductedby a third

party. A copy of any such audio recording can be made available on request.

THIRCPARTYNVOLVEMENT

We reserveahe right to allowthird partiesto chairany meetingfor exampledisciplinary capability grievancethis
is not an exhaustive list. We will seglur consent at the relevant time to share relevant ‘special categories of data’
whereit isnecessaryor the purposesof that hearing.
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SECTIONS Disciplinary Rules and Procedures

15.1INTRODUCTION
1) Itis necessary to have a minimum number of rules in the interests of the whole organisation.

2) The rules set standards of performance and behaviour whilst the procedures are designed to help promote fairness
and order in the treatment of individuals. It is our aim that the rules and procedures should emphasise and
encourage improvement in the conduof individuals, where they are failing to meet the required standards, and
not be a means of punishment.

3) Every effort will be made to ensure that any action taken under this procedure is fair, with you being given the
opportunity to state your case and appeal against any decision that you consider to be unjust.

4) The following rules and procedures should ensure that:

9 the correct procedure is used when inviting you to a disciplinary hearing;

1 you are fully aware of the correct procedure, the standards of performance, action and behaviour required of you;
1 disciplinary action, where necessary, is taken speedily and in a fair, uniform and consistent manner;
1

On occasion it may be necessary for the company to conduct an investigation meeting to clarify a particular incident
or occurrence prior to any potential disciplinary hearing. The purpose of this investigatory meeting is to establish
the facts about a paitular incident or occurrence, and the details of which will remain completely confidential. The
investigation will be carried out by a designated member of the Management team or, if necessary, in the case of
any possible conflict of interest, an agreedernal third party. The designated investigator will meet with you and

any witnesses or other relevant persons individually. The person investigating the complaints will make every effort
to carry out and complete the investigation as quickly as possiliies investigation meeting itself should not be
interpreted as a disciplinary hearing as no disciplinary sanction would ever be issued on foot of an investigatory
meeting. Instead, the facts established in an investigatory meeting may be used to idemtifiyer or not a formal
disciplinary hearing ought to be conducted;

I on some occasions temporary suspension on contractual pay may be necessary in order that an uninterrupted
investigation can take placélhis must not be regarded as disciplinary action or a penalty of any kind;

9 other than for an "off the record" informal discussion, you have the right to be accompanied by a fellow employee
or Trade Union Representative, who may act as a withess or speak on your behalf, at all stages of the formal
disciplinary process. However,ef are not there to answer questions on your behaif.addition, in line with the
Code of Practice for Disciplinary and Grievance Procedures, there is no provision for legal representation at any stage
of the disciplinary process;

1 you will not normally be dismissed for a first breach of discipline, except in the case of gross misconduct or SOSG
(some other substantial grounds);

1 you will only be disciplined after careful investigation of the facts and the opportunity to present your side of the
case at a disciplinary hearing; and

9 if you are disciplined, you will receive an explanation of the penalty imposed and you will have the right to appeal
against the finding and the penalty.

15.2DISCIPLINARY RULES

It is not practicable to specify all disciplinary rules or offences which may result in disciplinary action, as they may
vary depending on the nature of the work. In addition to the specific examples of minor misconduct, major
misconduct and gross miscomet shown in this handbook, a breach of other conditions, procedures, rules, etc.
within this handbook will also result in the disciplinary procedure being used to deal with such matters.

1. RULES COVERING MINOR MISCONDUCT

(these are examples only and not an exhaustive list)
You will be liable to disciplinary action if you are found to have acted in any of the following ways:
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a)
b)
<)
d)

2.

failure to abide by the general health and safety rules and procedures;
persistent absenteeism and/or lateness;

unsatisfactory standards or output of work; and

unauthorised use or negligent damage or loss of our property.

RULES COVERING MAJOR MISCONDUCT

(these are examples only and not an exhaustive list)

a)

b)

<)
d)
e)
f)

3.

rudeness towards customers, members of the public or other employees, objectionable or insulting behaviour ¢
bad language;

failure to devote the whole of your time, attention and abilities to our business and its affairs during your normal
working hours;

failure to carry out all reasonable instructions or follow our rules and procedures;
unauthorised use of Companyniail and Internet facilities;

failure to report immediately any damage to property or premises caused by you;
failure to comply with normal safety procedures;

RULES COVERING GROSS MISCONDUCT

(these are examples only and not an exhaustive list)

a)
b)
<)
d)

g)

You will be liable to summary dismisgalou are found to have acted in any of the following ways:
grossly indecent or immoral behaviour, deliberate acts of unlawful discrimination or serious acts of harassment;
dangerous behaviour, fighting or physical assault;

incapacity at work or poor performance caused by intoxicants, drugs, prescribed drugs and over the counter
medication;

attendance at work whilst under the influence of any intoxicating substance, irrespective of incapacity or the amot
taken. The Company operatezerotolerancepolicy in respect of intoxicants.

possession, supply or use of illicit drugs;

C2NJ GKA& LJzN1}R &aS: (GKS GSNY WRNHzZZEAQ A& dza Sdkeriigp RS & C
substances which may or may not be illegal.

deliberate falsification of any records (including time sheets, absence records and so on, in respect of yourself or
fellow employee);

undertaking private work on the premises and/or in working hours without express permission;

working in competition with us;

taking part in activities which result in adverse publicity to ourselves, or which cause us to lose faith in your integri

theft or unauthorised possession of money or property, irrespective of value, whether belonging to us, another
employee, or a third party;

destruction/sabotage of our property, any property on the premises;
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n)

0)
p)
a)
n
s)

t)

y)
z)

serious breaches of health and safety rules that endanger the lives of employees or any otheripehsgingHACCP
Regulations;

interference with or misuse of any equipment for use at work that may cause harm;
gross insubordination and/or continuing refusal to carry out legitimate instructions;
abuse of the personal harassment policy;

smoking in breach of Company policy/designated-smoking areas;

unauthorised consumption of alcohol on the premises;

Any action, inaction or wrongdoing committed by you during the course of your employment that would result in a
financial loss to the Company;

Any action, inaction or wrongdoing committed by you, outside of normal working hours that, had you been in
employment, would be considered to be gross misconduct;

Deliberately bringing a complaint against a fellow employee that you know to be false or malicious;
use of our vehicles whilst intoxicated,;

driving a motor vehicle whilst holding a mobile phone or a similar device in your hand, or using another part of yol
body to support the device when you are driving;

serious breach dR N& @ufedNdndiprocedures;

if your work involves driving, failure to report immediately any type of driving conviction or summons which may le
to your conviction;

aa) use of our vehicles without approval or the private use of our commercial vehicles without authorisation;

bb) carrying unauthorisegoods or passengers in our commercial vehicles or the use of our vehicles for personal gain;

cc) loss of drivindicensewhere driving on public roads forms an essential part of the duties of the post.

15.3 DISCIPLINARY PROCEDURE

1. Disciplinary action taken against you will be based on the following procedure:
OFFENCE FIRST OCCASION SECOND OCCASION THIRD OCCASION ~ -OURTH
OCCASION
. . . Written . . . R
Minor Misconduct Formal verbal warning . Final written warning ~ Dismissal
Warning
Written . . I
Major Misconduct Warning or \'j\llr;?:]mn:)ernDismissal Dismissal
Final Written Warning 9
Gross misconduct Dismissal
2. We retain discretion in respect of the disciplinary procedures to take account of your length of service and to v
the procedures accordingly. If you have a short amount of service you may not be in receipt of any warnings b
dismissal, but you witketain the right to a disciplinary hearing and you will have the right of appeal.
3. Ifadisciplinary penalty is imposed it will be in line with the procedure outlined above, which may encompass a

formal verbal warning, written warning, final written warning, or dismissal, and full details will be given to you. £
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warnings will be effective from the date they are initially communicated to you in writing. Warnings will be issue
FOO2NRIYyOS 6AGK (GKS /2YLIlyeQa RAAOAL Ayl NBE LINRPROSR

In all cases warnings will be issued for misconduct, irrespective of the precise matters concerned, and any fur
breach of the procedure in relation to similar or entirely independent matters of misconduct will be treated as
further disciplinary mattes and allow the continuation of the disciplinary process through to dismissal if the
warnings are not heeded.

We reserve the right at our discretion the authority to bypass any step in the disciplinary process if we feel that
severity of the action warrants itWe will be fair in the application of such discretion.

15.4 DISCIPLINARY AUTHORITY

The operation of the disciplinary procedure contained in the previous section is based on the following authority
for the various levels of disciplinary action. However, the list does not prevent a higher or lower level of seniority, in
the event of the apropriate level not being available, or suitable, progressing any action at whatever stage of the

disciplinary process.

ALL EMPLOYEES

Formal verbal warning Member of Management/Nominated Independent Third Party
Written warning Member of Management/Nominated Independent Third Party
Final written warning Member of Management/Nominated Independent Third Party
Dismissal Member of Management/Nominated Independent Third Party

155 PERIOD OF WARNINGS

1) Formal verbal warning
A formal verbal warning will normally be disregarded for disciplinary purposes after a [three/six] month period.

2) Written warning
A written warning will normally be disregarded for disciplinary purposes after a [six/twelve] month period.

3) Final written warning
A final written warning will normally be disregarded for disciplinary purposes after a twadveh period.

15.6 EXTENDED WARNINGS

The Company may extend, at its discretion, a final written warning if in its opinion the employee has not reached
the required standard following a disciplinary process but has shown some improvement.

15.7SPENT WARNINGS

I qallsyidée ol NYyAy3d F2N¥a LINIG 2F Iy SYLf 285803 KA&d2NE

to the next level warning. However, in certain limited circumstances it may be used in consideration of the
SYLX 28 S5SQa (2 lpedallywietdny futira difentids ar inSdents are related.

15.8GENERAL NOTES

1.

If you are in a supervisory or managerial position then demotion to a lower status may be considered as an
alternative to dismissal except in cases of gross misconduct.
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3.

4.

In exceptional circumstances, suspension from work without pay for up to five days as an alternative to dismis:
(except dismissal for gross misconduct) may be considered by the person authorised to dismiss.

Gross misconduct offences will result in dismissal without notice.

You have the right to appeal against any disciplinary action.

15.9 DISCIPLINARY APPEAL PROCEDURE

1)

2)

3)

4)

5)

6)

7

8)

The disciplinary rules and procedures, which form part of your terms and conditions of employment,
incorporate the right to lodge an appeal in respect of any disciplinary action taken against you.

If you wish to exercise this right you should apply, preferably in writing, to the person, within five days,
indicated in your individual Statement of Main Terms of Employment (Form SMT) or nominated person if
deemed more appropriate. From time to time,ntay be necessary to appoint an external person to hear

an appeal; such an appointment will be deemed a last resort and only used where absolutely necessary.
Should it be deemed necessary to engage an external person to hear an appeal, all such heaigugys ca
out will be in accordance with Company procedures. You agree to permit us to share any relevant special
categories of data where it is necessary for the purposes of that hearing.

lyed RAAOALIX AYINER LISylfide AYLRASR 2y @&2dzz |a | NB
effective from the date the penalty was initially imposed.

An appeal gainst a formal warning or dismissal should give details of why the penalty imposed is either
too severe, inappropriate or unfair in the circumstances.

The disciplinary appeal procedure will normally be conducted by a member of staff not previously
connected with the disciplinary process so that an independent decision into the severity and
appropriateness of the disciplinary action can be made.

The person conducting the appeal reserves the right to uphold, overturn or vary the disciplinary sanction
imposed on review of the original decision. Should a decision be made to increase the level of sanction to
a higher sanction, a further right of apdeaill be granted. Please note, a further right of appeal will only

be granted when the level of warning is increased to a higher sanction.

If it is a ground of appeal that the act(s) or omission(s) which constituted the wrongdoing giving rise to the
disciplinary action did not occur, then it will be at the discretion of the person conducting the appeal to
conduct the appeal as a full4eearing of all matters i.e. de novo hearing. If the act(s) or omission(s) giving
rise to the allegation of wrongdoing are not disputed, the appeal will be by way of review of the original
decision.

You may be accompanied at the appeal hearing by a fellow employee of your choice or an authorised trade
union representative, who may act as a witness or speak on your behalf, and the result of the appeal will
be made known to you in writing within five wkang days after the hearing. This decision is final.

SECTION6 RedundancyPolicy

ROSCOMMON CCC aims to secure and maintain employment for all its employees who have established a
satisfactory record of performance and conduct. We will plan and organise our workforce requirements, deciding
on size, structure and deployment, in line wiglovernment funding which may be reduced from year to year.
However it maybe necessaryo reducethe numberof peopleemployeddueto, for example areductionin funding

or change in the Committee’s strategic direction. Any reduction will be brought about asfairly aspossibleand with
asmuchconsultationwith employeesandtheir representativessis practicable Timeoff from work will be granted,

where possible, to assist in the search for alternative employment.
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SECTION7 EqualOpportunities Policy

EQUAIOPPORTUNITIES
The purpose of this policy is to demonstrate the employer’s commitment to equality of opportunity for existing and
potential employees, by promoting a work environment that affirms our commitment to the personal dignity and
worth of each employeeWe do this by promoting a work environment that is free from discrimination under the
Equal Status Act 20002012 in Irish employment legislation and outlines discrimination under the following nine
grounds:

s Gender

+ Marital Status

¢ Family Status

¢ Sexuabrientation

* Religious belief

e Age
* Disability
* Race

» Membershipof the travellingcommunity
ROSCOMMON CCC is committed to equal opportunity for all employees and all potential employees of
ROSCOMMORNCC Assuchemploymentdecisionswill be basedon qualification,merit and ability. Anydecisionin
relation to employment will not be influenced by any of the aforementioned areas outlined within the purpose of
this policy. This policy applies to all areas of ROSCOMMON CCC.
At ROSCOMMORNCCreecruitmentdecisionswill not be influencedby any of the aboveareasof discrimination. We
will ensurethat discriminationon thesegroundswill neither occurdirectly or indirectly. Toreiterate the purposeof
the policy, all recruiting decisions will be based on merit, abilities and qualifications.

Responsibility

Each individual employesf ROSCOMMON C88&> a personal responsibility for the implementationtiuig policy.
Thisincludestreating peersandmanagementvith dignityandrespect. Employeeslsohavearesponsibilityto draw

the attention of Managementto discriminatorypracticesor areaswherethey believeindividualshavebeentreated
unfairly under the abovaforementioned grounds.

It is the responsibility of management to support and communicate this policy to all staff. It is the responsibility of
all employees to encourage open discussion to identify and resolve issues.

Procedure

Any employeewho feels they have been treated unfairly in any employmentrelated decisionsshould follow
ROSCOMMON CCC's grievance procedure outlined in this document.

All cases ofliscriminatory allegations will be promptly investigatefiny individual found partaking in any form of
discrimination could be subject to disciplinary action up to and including dismi¢Raffer to the Disciplinary
Procedureoutlined in this document). ROSCOMMORNC®elievesthat the compositionof our workforceshouldas

far asis practicable and within the context of relevant employment legislation, broadly reflect that of County
Roscommon which we serve, particularly in terms of gender, disability and ethnic origin. No employee will be
penalised or treated less favorably besawf pursuing rights by way of taking action, supporting action or giving

101
CompanyConfidential- RoscommorCountyChildcareCommitteeCLG EmployeeHandbookv5 Dated:02/04/2024

Company Confidenti



notice of intention to take or support action under equality legislation. ROSCOMMON CCC Management will take
responsibility for ensuring information flows to maintain our capacity to implement this Policy and assigned staff
will take part in the national Dersity, Equality and Inclusion Charter and Guidelines for Early Childhood Care and
Education Training.

SECTION8PersonaHarassmen®olicies& Procedures

A) INTRODUCTION

1) Many people in our society are victimised and haraszed result of their gender, civil status, family status,
sexual orientation, religion, age, disability, race or membership of the traveller community.

2) Bullying in the workplace is repeated inappropriate behavior, direct or indirect, whether verbal, physical or
otherwise,conducted byone or more personsagainst anotheiwor others, at the placeof work and/orin the
course of employment, which could be regarded as undermining the individual’s right to dignity at work.

3) Personal Harassment, unlike bullying, can consist of one single act in certain circumstances. Harassment is
defined as any act or conduct including spoken words, gestures or the production, display or circulation of
written words, pictures or other materiaf the action or conduct is unwelcome to the employee and could
reasonablybe regardedasoffensive humiliatingor intimidatingandhasthe purposeor effect of violatingthat
employee’s dignity.

4) Personaharassmentakesmanyformsrangingfrom tastelesgokesandabusiveremarksto pesteringfor sexual
favours threateningbehaviorandactualphysicabbuse Whateverform it takes personaharassmentsalways
serious and is totally unacceptable.

5) Sexuaharassmentoversacts,requestsor conductwhich could reasonablybe regardedasbeingoffensive,
humiliating or intimidating, has the purpose or effect of violating that employee’s dignity and are in fact
unwelcometo aparticularemployee.

6) Werecognisahat personalor sexuaharassmentanexistin the workplaceaswell asoutsideandthat this can
affectemployeesorkinglivesby interferingwith their job performanceor by creatinga stressfuljntimidating
and unpleasant working environment.

B) POLICY

1) We deplore all forms of personal or sexual harassment and bullying and seek to ensure that the working
environment is sympathetic to all our employees. The workplace environment is not confined to the business
premisesor normalworkingdayandextendsto conferencesexternaltraining,andwork relatedsocialevents.

2) We have published these procedures to inform employees of the type of behavior that is unacceptable and
provide employees who are the victims of personal harassment or bullying with a means of redress.

3) For the sake of simplicity, the word “harassment” has been used in the remainder of this policy. However, it
should be understood that, for the purpose of this policy, the examples given and the procedures to be used
apply equally to the more general concept of bullying.

4) Werecognisdahat we haveaduty to implementthis policyandall employeesare expectedto complywith it.

5) Ifyouareexperiencinglifficultiesin accessingr understandingour documentationin its currentformat please
speak to your line manager immediately.

C) EXAMPLESFPERSONAHARASSMENT

Personal harassment takes many forms and employees may not always realise that their behavior constitutes
harassment. Personal harassment is unwanted behavior by one employee towards another and examples of
harassmeninclude:

a) insensitivgokesandpranks

b) lewdor abusivecommentsaboutappearance

c) deliberateexclusiorfrom conversations

d) displayingabusiveor offensivewriting or material

e) unwelcometouching
f) abusivethreateningor insultingwordsor behavior
g) theuseofamobilephoneto harasspully orintimidate.
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These exampleare not exhaustiveand disciplinary actioat the appropriatelevel willbe taken against employees
committing any form of personal harassment.

D) SEXUAHARASSMENT

1) Youhavearight to workin anenvironmentwhichis free from sexuaharassment.

2) Sexual harassment can be persistent unwanted attention wbictiinues after theperson receiving it makes
it clear that they want it to stop.

3) Sexuaharassmentanalsobeaseriousone-off incident.

E) EXAMPLESFSEXUAHARASSMENT

In general, you are free to determine what behavimacceptabléo you and otheemployees should respegbur
standards.
Examplesf behaviorwhichcanconstitutesexuaharassmentnclude:
a) Actsof physicalintimacy (suchasunnecessaryouching,patting or pinchingor brushingagainstanother
employee’s body);
b) Requestsor sexuafavours
c) Gestures
d) Spokenwords(suchaspropositionsor pressurefor sexualactivity, continuedsuggestiongor socialactivity
outside the work placefter it has been made clear that this is unwelcome, unwanted or offensive
flirtations, suggestive remarks, innuendoes or lewd comments)
e) The production, display or circulation of inappropriate written words, pictures or other material (for e.g.
videos, etc.)
f)  Any conduct that is degrading, derogatory or intimidatory towards another employee because of his/her
gender

These exampleare not exhaustiveand disciplinary actioat the appropriatelevel will betaken against employees
committing any form of sexual harassment.

Youareremindedthat the useof emailto circulatejokes,pictures,andsoon, canconstitutesexuaharassmentand
are reminded that the Company may occasionally monitor emails in accordance with the Company’s
Communications Policy.

F) COMPLAININBBOUTPERSONADRSEXUAHARASSMENT

1) Informalcomplaint

Werecognisethat complaints ofpersonal harassmerand particularlyof sexualharassmentansometimes beof a
sensitive or intimate nature and that it may not be appropriate for you to raise the issue through our normal
grievance procedureln these circumstances you are encouraged to raise such issues with a senior person of your
choice (whether or not that person has a direct supervisory responsibility for you) as a confidential HEfier.
person cannot be person responsible for investigating the matter if it becomes a formal complaint.

If you are the victim of minor harassment you should make it clear to the harasser on an informal basis that their
behavior is unwelcome and ask the harasser to stibyou feel unable to do this verbally then you should hand a
written request to the harasser, and your confidential helper can assist you in this.

2) Formalcomplaint

Wherethe informal approachfailsor if the harassments more serious,youshouldbringthe matter to the attention

of Management or a nominatefderson as a formal written complaiand again your confidential helper can assist
you in this. If possible, you should keep notes of the harassment so that the written complaint can include:

2

the nameof the allegedharasser

the natureof the allegedharassment

the datesandtimeswhenthe allegedharassmenbccurred

the namesof anywitnesses

anyactionalreadytakenbyyouto stopthe allegedharassment.

O
~

o O
~— — —

@D
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On receipt of a formal complaint we will take action to separate you from the alleged harasser to enable an
uninterrupted investigation to take placé/e are committed to providing a full and fair investigation, which gives
due sensitivity and respect to the rights of both the complainant and the alleged harasser. This may involve a
temporarytransferof the allegedharasseto anotherwork areaor suspensiorwith contractualpayuntil the matter

has been resolved.

The person dealing with the complaint will carry out a thorough investigation in accordance with this procedure.
Those involved in the investigation will be expected to act in confidence and any breach of confidence will be a
disciplinary matter.

Whenthe investigationhasbeenconcludedadraft report of the findingsandof the investigator'soroposeddecision
will be sent, in writing, to you and to the alleged harasser.

If you or the alleged harasser are dissatisfied with the draft report or with the proposed decision this should be
raisedwith the investigatorwithin five workingdaysof receivingthe draft. Anypointsof concernwill be considered
by the investigator before a final report is sent, in writing, to you and to the alleged harasser.

G) COMPLAININGBOUTSEXUAHARASSMENT

TheProceduredetailedabove,shouldbe initiated if youbelievethat youarebeing sexualljarassedy anyof the
following:
+ afellowemployee;
* asupervisor;
e customerspr
+ anybodyelsewhomyouregularlycomeinto contactwith asaresultof youremployment,for e.g.Company
suppliers

Youare encouragedto report all behaviorthat you are uncomfortablewith and which you feel couldbe sexual
harassment. Each report will be investigated in accordance with this policy.

All complaints will be kept confidential as far as possible; however on receipt of a formal complaint in order to
investigate the matter thoroughly the alleged harasser will be made aware of any such complaint. You will not be
penalised or victimised in grway as aesultof makinga complaintunless followingnvestigation it becomes clear

that the complaint is malicious or vexatious by its nature.

H) GENERANOTES

1) If the report concludes that thallegation is welfounded,the harassewill be subjectto disciplinary action in
accordance with our disciplinary procedur&n employee who receivesfarmal warning or who iglismissed
for harassment may appeal against the disciplinary action by using our disciplinary appeal procedure.

2) Ifyoubringacomplaintof harassment/ouwill not be victimisedfor havingbroughtthe complaint. Howeverif
the report concludeghat the complaintis both untrue andhasbeenbroughtwith maliciousintent, disciplinary
action will be taken against you.

3) Similarly, if an employee supports a colleague in bringing a complaint of harassment or if an employee gives
evidencein respect osuch a complaint dharassment then that employee wilbt be victimised fodoing so.
However whereit is concludedthat an employee supported a colleague’s harassment claim which they knew
to be false or malicious,or if the supportingemployeedeliberately gave factually inaccurateevidenceto
substantiate a colleague’s harassment claim, then disciplinary action may be taken againstthat supporting
employeeupto andincludingdismissal.

4) Every effort shall be made to carry out and complete the investigation as quickly and efficiently as possible,
having due regard for all circumstances.

5) We reserve the right to allow third parties to chair any formal meeting. You agree to permit us to share any
relevant special categories of data where it is necessary for the purposes of that hearing.
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) DIGNITRTWORKCHARTER/BULLYING

We commitourselves towvorkingtogetherto maintain aworkplaceenvironmentthat encouragesndsupports the
right to dignity at work. All who work here are expected to respect the right of each individual to dignity in their
workinglife. Allwill be treated equallyandrespectedfor their individualityanddiversity. Bullyingin anyform is not
accepted by us and will not be toleratedll individuals whether employed by us or contracted by us have a duty
and a responsibility to uphold this dignity at work charter.

Violence& AggressiorPolicy.

The welfare of employees is of paramount importance. Roscommon CCC take a zero tolerance approach to
violence, aggression and threats. At no time will it be tolerated in the work environment. Our aim is to set a
positiveexampleby reportingall incidentsof violence aggressiormnd abuse.Treatanyreports of work-related
violence, threats or abuse seriously and respond to them promptly.

This Policy applies to all Company Directors/Committee Members/Management/Employees, Students and
Volunteers.ThisPolicyappliesto allincidentsof work-relatedabuse,aggressiorandviolence andinappropriate
behaviour.

Roscommon CCC understands that sometimes tduedividualcircumstancesour customers will not always be
polite and calmwhenthey callor visit or behavein aninappropriateway that makesemployeedeel comfortable.
The Company and Managementpports the employee’s right to politely end an abusive call or to ask a visitor to
leave the premises.

We appreciate that whenontacting our company, it is done with a reason that is important and we are hdoe

help and assist as much as we can. We cannot always address issues immediately, but if we can resolve a problem
we will endeavor to do so. However, we believe the rights of our staff to work in a safe atidestening

environmentare important. Whilewe will do our bestto assist ourclients,we cannottolerate abusiveor aggressive

behavior towards staff, verbal or otherwise.

Ourcompanydoesnot tolerate certainbehaviorsjncluding:

- Verbalabuse threats, swearing personakbusedirectedat staff or offensiveremarks

- Actsof written or verbalabuseincludingof a discriminatoryjntimidatory or threateningnature

- Unsubstantiatedyexatiousor defamatoryallegationsaboutouremployees

Ourpolicyisto documentall instancesf abuse recordthis and makeavailablesuchrecordsto relevantauthorities
or as evidence in court. Continuing abuse or aggressive behawioldrresult in your catlr correspondence being
terminated.

Our Commitment

Ourcompanyis committed to promotinga safeand securesnvironment forour staff so that the highesstandards

of service came made available to thosthat seek supporaand advicdrom Roscommon CCC. The purpose of our
policy isto addressnstancesof unacceptabldehaviorwhichmaycauseharmor fear of harmto any persorin our
organisation, while also setting out a framework for how we intend to manage unacceptable and aggressive
behavior that is encountered.

Wewill alwaysseekto observethe principlesof fairness honestyandrespectand conductour businesswith

integrity and ensure that all regulatory and legal requirements are met.

Ourcommunicationswill be madein plain Englisrandwe will complywith all reasonableequestsfor information
made by customers or representatives, whether statutory or not (and upon payment of any statutory fee if
applicable).

Weare committedto treating thosethat contactusfairly andnot subjectcustomersor representativedo

aggressive practicesy conduct which is deceitfubppressive, unfair oimproper, whether lawful onot.

Wewill ensurethat our staffaretrainedto be empatheticandtakeinto consideratiorthe speciakircumstance®f
those customers in vulnerable situations. Should anyone that uses our services wish to make a complaint we will
abide by our company procedures and advise them ofouplaint’s procedures.
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Definitions

The Health & Safety Executive (HSE) define wabaked violence as “any incident in which a person is abused,
threatenedor assaultedn circumstanceselatingto their work. Thiscanincludeverbalabuseor threatsaswell as
physical attacks”.

While there is no universally accepted definition of ‘unacceptable behaviof, in our view examples are those given
below:

- Offensiveor abusivdanguageyerbalabuseand swearingincludingspecificreferencesto homophobiabiphobia
and transphobia (whether aimed at or conducted by either customers or staff)

- Anyphysicaliolencetowardsanymemberof staff or other customerssuchaspushingor shoving

- Raciabbuseand sexuaharassment

- Loudandintrusiveconversation

- Persistenbr unrealisticdemandsthat causestressto staff. Requestawill be met whereverpossibleand
explanations given when they cannot

- Unwantedor abusiveremarks

- Negative maliciousor stereotypicacomments

- Invasionof personalspace

- Brandishingf objectsor weapons

- Nearmissed.e..Unsuccessfiyphysicabssaults

- Threatsor risk of seriousinjury to amemberof staff or visitors

- Unsubstantiatedyexatiousor defamatoryallegationsaboutour employees

- Bullying victimisationor intimidation

- Stalking

- Spitting

- Alcoholor drugfueledabuse

- Unreasonabldédehaviorandnon-cooperationsuchasrepeateddisregardof companypolicies

- Anyofthe abovewhichislinkedto destructionof or damageto property

It is important to remember that sucbxamples of behavior set out above can be either in person, by telephone,
letter or email or other form of communication. This policy applies throughout our premises, including any car
parkandgrounds.It alsoappliesto any employeer staff memberaway fromoffice premises bubnlyin sofar as
it relates to the business of the company.

Staffresponsibilities

Members ofstaff haveresponsibilityfor their own safety andthat of their colleagues atvork andassuchwe urge

all employees to be familiar with policies and procedures and precautions to reduce the risk of physical or verbal
abuse. We encourage staff to participate in relevant training where provided and to both report all incidents or
abuse (threatened or agal) and record details of any incidents. Staff should also contribute to managers
reviewing incidents in which they have been involved and suggest precautionary measures including changing to
working practices that might reduce risks.

Managementresponsibilities

Managers will carry out appropriate risk assessments, identify any ‘at risk” situations and take steps to reduce or
removerisksto employeeswvherepracticable Onbehalfof the company managerswill developpoliciesand
procedures for dealing with abuse and record any incidents and take any remedial action to ensure similar
incidents are prevented.

Thecompanytakesa seriousview of anyincidentsof aggressioror abuseagainstits employeesandwill support
them if assaulted, threatened or harassed. Managers will provide appropriate support, debriefing and where
necessary counselling support for affected employees. Managers will also assist victims of violence with the
completionof the formal record of theéncident and where appropriate witleport the incident to therelevant
authorities.

Preventingaggressiveand abusivebehavior

Across a range of public and consumer services, there are predictable triggers of abusive or aggressive behavior,
andit isimportant that theseare minimisedwhere possible Forinstance if peopleusingour servicedeel they are

being made to wait unreasonably, do not know who to speak with, encounter poor communications, poorly
planned conversations or other decisions that they regard as unreasonable. Not all such triggers can be avoided,
especially wherdifficult decisions may need toe communicatedguch as a changa national policy. Any efforts

106

CompanyConfidential- Roscommomounwmm@m@ﬂtﬂ)loyedﬁamboows Dated:02/04/2024



that amemberof staff canreasonablymaketo relay thatthey are endeavoringo resolveserviceusers problems
should help to reduce the risks of frustration or aggression.

Theappropriateresponseo anincidentwill dependon the individualcircumstance®f eachcase.
Actionshouldbe takenwhereaggressiver abusive behavior is likely frejudicethe safetyof staff, where a staff
member fears for their safety or where there is a risk of damage or harm to persons or property.

Takingaction: what to do

If violenceandaggressioiis encountered:

- In the first instance a member of staff should ask the perpetrator to stop behaving in an unacceptable way.
Sometimesa calmandquiet approachwill be all that is required. Staffshouldnot in any circumstancesespondin

a like manner.

-Shouldthe personnot stoptheir behaviora manageshouldbe askedto join the conversatiorandthe memberof

staff should explain calmly what has taken place, preferably within hearing of the perpetrator.

- If the personis actingn anunlawfulmanner,causes damager actuallystrikesanotherthen the gardaishouldbe
called immediately.

- If acallerbehavesdn arude, offensive,abusiveor intimidatingmannerthen our staff havethe right to terminate

the call. Members of staff will warn any caller that their behavior or language is unacceptable in the hope that it
will allow the caller to moderate their behavior or agree to be called back at a time when they may be calmer.

- Shouldit provenecessaryo end aconversatiorwith auserof our services thenthosemembers ofstaffinvolved
must complete avritten note of theincident, detailing in chronological ordetat has taken place and the exact
words used prior to leaving work at the end of their working day. Such calls will be logged and reported to
managers to ensure a fair and reasonable process.

- Similarlyto unacceptable behavidn telephonecalls,noneof our staff haveto tolerate offensiveor aggressive
behavior communicated by email or letter or any other means of correspondence. Abusive correspondents will
also be warned that such behavior will not be tolerated in future and should unreasonably persistent
correspondents cause harm or hinder the organisation’s ability to consider their or other people’s complaints the
correspondencenaybeterminated.

- Everyattempt shouldbe madeto de-escalatea situationthat couldpotentially becomeabusiveor worse.Where
de-escalation fails, the person being supported by Roscommon CCC should be warned of the consequences of
future unacceptable behavior.

- It will be the policyof the companyto pressfor charges againstny personwho assaultsa memberof staff,

causes illegal harm or damages property.

Procedurefollowing anincident

Following an incident, the line manager of the member of staff will review the matter to determine severity,
includingcallingthe gardai,involvinglegaladvice determiningif the customershouldno longerbe communicated
with or if correspondence should be entered into.

Thedetailsof anyincidentandactionstakenwill be recorded

The company is committed to do everything possible to protect staff and clients from unacceptable behavior and

there will be zerotoleranceof incidentscausinghurt, alarm,damageor distress While staff andthe companyhave
a duty of care for those that use our services, this does not include accepting abusive behavior.
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SECTION9 BullyingPrevention& Resolution

PURPOSE

We are dedicated to ensuring an atmosphere of respect, collaboration, openness, safety and equality in the
workplace. As part of our commitment to the fairness, dignity and respect of each employee, any form of bullying
will not be tolerated by this CompanyTheaim of this Policyis to indicatewhat constitutesbullyingandwhat action

the Company will take if it becomes necessary to deal with an offence of this nature.

SCOPE
This Policyis applicableto all employees(temporary and permanent)irrespectiveof length of serviceand the
protection extends to;
+ bullying at work by, fellow employees, subordinates, management, clients, customers and other business
contacts; and
* beyondthe placeof workto off-site andto work-relatedsocialevents.

POLICY

The Company acknowledges the right of all employees to a workplace and environment free from any form of
bullying. Every member of staff has an obligation to be aware of the effects of their own behaviour on others. All
complaints ofbullying will be taken seriously and vhk¢ followed through to resolution and employees who make

a complaintwill not be penalised Anycomplaints ofoullyingwill be dealt within an effectiveand efficient manner.

In cases where the behavioig established on the balance of probabilities to be repeated and consistent, causing
unnecessary stress and anxiety, this may be considered gross misconduct. The Company reserves the right to use
the disciplinary procedure up to and including summaryniisal. Equally, if it is found that there are facts which
evidence a vexatious complaint, this may also be dealt with through the disciplinary procedure.

Upwards bullying in the workplace occurs when a team member pursues a campaign of bullying against their
manageror supervisor.Thebullyislikelyto be oppositionattowardsauthority, whichmeansthey opposethe views,

aims or wishes of authority figures on principle.

As part of this Company's code of conduct, it is imperative that all staff and suppliers respect the dignity of every
colleague. Please consider your colleagues regarding your code of conduct, with particular reference to remarks,
dress code, posters;mails and anything which may cause offence.

DEFINITION
The Code of Practice for Employers and Employees on the Prevention and Resolution of Bullying at Work defines
bullying as:
“Repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or
more persons against another or others, at the place of work and/or in the course of employment, which could
reasonablyberegardedasunderminingthe individual'sright to dignityat work. Anisolatedincidentof the behaviour
described irthis definition may bean affront to dignity at work, but, as a once oftident, is notconsideredo be
bullying".
The followingare examples of théypes ofbehaviourthat may be considered as bullyimgpd are prohibitedy the
Company:

a) Exclusiomwith negativeconsequences

b) Verbalabuse/insults

c) Beingtreatedlessfavourablythancolleaguesn similarroles

d) Belittling a person’s opinion whether an employee/volunteer/management

e) Disseminatingnaliciousrumours,gossipor innuendo

f)  Sociallyexcludingor isolatinga personwithin the work sphere

g) Intrusion- pestering,spyingor stalking

h) Intimidation/aggressiventeractions

i) Excessivenonitoringof work (thisshouldnot be confusedwith prioritisation of tasksfor employees)

j)  Withholdinginformationnecessaryor properperformanceof a person'siob

k) Repeatedlymanipulatingaperson'sob contentandtargets

I) Blamingapersonfor thingsbeyondtheir control

m) Useof aggressivandobscendanguage.

n) Exhibitinginsubordination
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0) Blockprogressontasksor processegor whichtheyareresponsibleand/or preventactionsfrom being
taken by simply not attending to them so they can put obstacles in the way of their boss’s aims
p) Othermenacingbehaviour

Theabovelist is not exhaustiveand only servesasa guidelineto employeesEachcasewill be takenin isolationand
dealtwith in the appropriatemanner.Forbehaviourto be consideredo be bullying,it mustbe behaviourwhichcan

be described as outrageous, unacceptable, and exceeding all bounds tolerated by decent society.

From time to time, disciplinary and corrective action may be taken against an employee and, where such action is
taken in respect of an employee in good faith, this will not be considered to be bullying behaviour. Furthermore,
whereactionsaretakenwhichcanbejustified on the basisof protectingthe safety,healthandwelfare of employees

then such actions will not be considered to be bullying behaviour.

PROCEDURESRDEALINGVITHBULLYING

1) Informal Procedure

Aninformalapproachcanoften resolvedifficult situationswith the minimumof conflictandstressfor the individuals
involvedandmay effectively addresthe unwantedbehaviourwithout recourseto anyother action. Thisn no way
diminishes the issue of the effects on the individual.

If youfeelyouhavebeensubjectedto behaviourthat maybe deemedbullying,you shouldattempt to explainto the

alleged perpetrator(s) that their behaviour is unacceptablé.you find it difficult to approach the alleged
perpetrator(s) alone then you may seek help and advice from an appropriate person (e.g. a fellow employee, a
manager, etc.).Such a person may be able to assist you with raising the issue with the alleged perpetrator(s) in a
confidential, nonconfrontational discussion to try to resolve the matter in a fk@&y manner.

2) Secondarynformal Procedure

If the aboveinformal procedureis unsuccessfubr if it isdeemedinappropriatefor the seriousnessf the issuesthis
extended,yet stillinformal procedure can be put iplace. Complaints at thitageof the procedure maye verbal

or written. However, if verbal, a written note of what is complained of will be taken by a nominated person and a
copy given to you.

If the complaint concerns alleged bullying as defined above, and includes concrete examples of inappropriate
behaviour, the person complained against will be presented with the complaint and their response established.
Thereafter, a method will be agreed to progress the issue to resolution so that both parties can return to a
harmonious working environment without bullying being a factor.

3) FormalProcedure

It isgoodpracticethat all informal resolutionavenueqasset out above)are contemplatedandwhere appropriate,
exhausted before a formal process is invoked.

A formal written complaint must be given to Management or a nominated perddre complaint should contain
precise details of actual incidents of bullying, including the dates, and names of withesses, where possible.
Aletter will be sentto the personcomplainedagainstasnotificationthat a formal complainthasbeenmadeagainst
them. A copy of the complaint will be given, and the individual will be given the opportunity to respond to the
allegations.

Statementdrom allparties,includingwitnesseswill be obtainedandrecordedin writing. All parties tothe process
havearesponsibilityto participatewithout unduedelayin anyinvestigationinitiated in responseo anallegationof

bullying. Confidentiality of the process will be emphasised to all concerned.

An investigation will be carried out by a designated person or, if necessary, in the case of any possible conflict of
interest, an impartial third party. In either case, the person nominated will have had appropriate training and be
familiar withthe proceduresinvolved. Theinvestigation wilbe conductedthoroughly,objectively,with sensitivity,

utmost confidentiality, and with dueespect for the rights dboth the complainant and the person complainef

The objective of an investigation is to ascertain whether the alleged behaviours come within the description of
workplace bullying. The designated investigator will meet with the complainant, the person the allegations are
against, and any witnesses or ethrelevant persons individually.

Thepersoninvestigatinghe complaintswill makeeveryeffort to carryout and completethe investigationasquickly
aspossible.Theinvestigationwill considerall materialand evidencebeforeit andadecisionwill be madeon balance

of probabilities, as to whether the complaint is valid.

If the investigatorconcludeghat the accusecemployeehasa caseto answeron the balanceof probability,thenthe
investigatormayrecommendanappropriatecourseof action,to includewhetheror not the employershouldinvoke
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the disciplinaryprocedure. Managementwill inform the complainantandthe allegedperpetrator,in writing, about
the findings of the investigation.

APPEALS

If you either the complainant or the person complained against wish to appeal the outcome, you should apply, in
writing, to the designated person within five days, or nominated person if deemed more appropriate. Should it be
deemednecessaryo engageanexternalpersonto hearanappeal,all suchhearingscarriedout will bein accordance

with Company proceduresYou agree to permit us to share any relevant special categories of data where it is
necessary for the purposes of that hearing.

Theoutcomeof the appealshallbefinal.

SECTIORORoscommorCChildSafeguardingstatement(CSS& AssociatedPolicies

CHILBAFEGUARDINSFATEMENTSS)

OrganisationNameand Address:RoscommorCountyChildcareCommitteeCLGKnockRoad CastlereaCo.
Roscommonlreland.

Addressfor activities that relate to CSSVariouslocationsthroughout the county such as RoscommonLibrary
servicesincluding; Boyle, Castlerea,Strokestown& RoscommornLibraries,Boyle Family ResourceCentre,
Ballaghaderreer-amily ResourceCentre, CastlereaFamily ResourceCentre, South Roscommon Family Resource
Centre, Killtulagh Hall, Ballinlough,FrenchparkCornerstoneYouth Project/Frenchparkparish hall, Harvey Dale
Ballyleague Abbeyfield Hotel BallaghaderreenHodson Bay Hotel Athlone, Durkins Hotel Ballaghaderreen,
CornerHouseBallinagare.

1. Natureof organisationand principlesto safeguardchildrenfrom harm

Roscommon County Childcare Committee act as the local agent of the Department of Children, Equality, Disa
Integration and Youth (DCEDIY) in the coordination and delivery of the national early education and childcare
programmesandthe implementationof Governmentpolicy ata locallevel. We aimto lead,facilitate and supportthe
development of quality, accessible Early Learning and Care (ELC) and School Aged Childcare (SAC) service
overall benefit of children and their parents in a chilchtszed, partnership approach.

+ We provide ‘Stay and Play’ Sessions as part of the DCEDIY Ukrainian Response.

+ We providenetwork eventsfor childmindersandthe childrenin their careat variouslocationsthroughout
County Roscommon
+ WefacilitatetheseStay& Playsessionsn premisesthroughoutthe countythat havea designatedsecure
indoor area
+ Parents/guardians are required to remain onsite at such events with the children in their care at all tim
Guidingprinciplesto safeguardchildrenfrom harm:

1. Thewelfareandsafetyof everychildandyoungpersonwho attendsour sessions/networleventsis our
priority

2. RoscommorCCelievethat the bestinterestsof childrenare paramount. Ouipriority isto ensurethe
welfare and safety of every child and young person who attends our service.

3. AllchildrenandyoungpeopleattendingStayand Playsessiong&ndnetwork eventswill be havethe right to be
protected, treated with respect, listened to and to have their views taken into consideration in all decisid
affecting them.

4. Wearecommittedto upholdingthe rights of everychild andyoungpersonwho attendsour Stayand Paly
sessions, including the right to be kept safe and protected from harm, to be listened to and to be heard

5. Allchildrenandyoungpeopleattending Stayand Playsessionsvill be respectedasindividualsand
encouraged to reach their potential, regardless of their background.

6. Our guiding principles and this child safeguarding statement apply to everyone in our organisation and
underpinned byChildren First: National Guidance for the Protection and Welfare of Chjl@uela’s Child
SafequardingA Guidefor Policy,Procedureand Practice the United NationsConventioron the Rightsof the
Child andlegislation including the Children First Act 2015, Child Care Act 1991, Protections for Persons
Reporting Child Abuse Act 1998 and the National Vetting Bureau Act2P062

7. RoscommorCCEmployees/volunteermustconductthemselvedn awaythat reflectsthe principlesof our
organisation. All employees/volunteers are guided by Roscommon CCCs Code of Behaviour
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2. RiskAssessment
Wehavecarriedout an assessmendf any potential for harmto a child while attendingour Stayand Playsessions
and network events.

“harm” means, in relation to a child— (&) assaultjll-treatment or neglectof the childin amannerthat seriously
affects or is likely to seriously affect the child’s heaith, development or welfare, or (b) sexual abuse of the child,
whethercausedoy a singleact, omissionor circumstancer a seriesor combinationof acts,omissionsr
circumstances, or otherwise; (Children First Act 2015).

Belowis alist of the areasof risksidentified andthe list of proceduresfor managingheserisks.

Risk of harm of abuse by
staff/volunteers.Example®f risk
include, but are not limited to:

- Rough handling of children by,
staffin awaythat causedarm
to a child

- Staff/volunteersshoutingat or
chastising children to the
extentthat it causeharmto a
child

- Ongoing provision of
inadequate food and/or
nutrition to the extentthat it
causes harm to ahild

RecruitmentProcedure/Policy
Complaintdrocedure/Policy
Procedure/Policpn ManagingBehaviour
StaffTrainingProcedure/Policy
StaffInductionProcedure/Policy
ChildSafeguardingrocedure/Policy
ReportingProcedure/Policy
ChildSafeguardingrainingProcedure/Policy
GardaVettingProcedure/Policy

Codeof Behaviouffor Staff/Students/Volunteers
Procedure/Policy

Allegationof AbuseAgainstStaff/Students/Volunteers
Procedure/Policy

Riskof abuseby staff and volunteers
not knowing correct procedures.
Example®f riskinclude,but are not
limited to:
- Childrenplacedat riskdueto
inadequate supervision
- Childrenbeingharmedasa
resultof staff not reporting
appropriateconcerns
- Childrerbeingharmedby
inappropriate actions or
interactions by staff

StaffTrainingProcedure/Policy
StaffSupervisioProcedure/Policy
ReportingProcedure/Policy
ChildSafeguardingrocedure/Policy

Allegationf AbuseagainstStaff/Students/Volunteers
Procedure/Policy

Complaintdrocedure/Policy

Codeof Behavioifor staffandvolunteers
Procedures/Policy
StayandPlayPolicyincludingriskmanagemenpolicy
CriticallncidentProcedure/Policy

Risk of abuse by
workers/volunteers/visitors when
parentsarenot on site for StayandPlay
sessions Examples of risk include, but
are not limited to:

- Anincidentof sexualabuseby
a staff member/
student/volunteer, for
example, during nappy

changing or intimate care

StaffTrainingProcedure/Policy
StaffSupervisioProcedure/Policy
RecruitmentProcedure/Policy
GardaVettingProcedure/Policy
ChildSafeguardingolicy/Procedure
PersonahndIntimate CareProcedure/Policy
InclusionProcedure/Policy

Codeof Behaviourfor Staff/StudentsMolunteers
Procedure/Policy
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routines

- Anincidentof physicabbuse
by a staff member/
student/volunteer when
parent is not on site

- Emotional abuse by a staff
member/student/volunteer
taking place when parent is
not on site

Allegationof AbuseAgainstStaff/Students/Volunteers
Procedure/Policy
StayandPlayPolicyincludespersonalandintimate care
and inclusion Procedure/Policy
ChildmindeMNetworkEventsPolicyincludespersonal
and intimate care and inclusion Procedure/Policy

4 Risk of harm by use of unauthorised Policy/Proceduren the useof the Internetand
photography or from online abuse Photographic and Recording Devices
throughsocialmediaor internet access. SociaMediaProcedure/Policy
'?X‘?‘mp'es of risk include, but are not Retentionof RecordsProcedure/Policy
limited to: .

- Poor management of images StayandPlayPolicy
or recordings of children, ChildminderdNetworkEventsPolicy
includingthosesharedpublicly
or on social media

5 Risk of harm from other StaffAbsence®rocedure/Policy
workers/volunteersor Unannounced RiskManagemen®rocedure/Policy
VISItors to the venue where the Stay Supervisiorof ChildrenProcedure/Policy
and Play session or network event is - S .

. . Visitor Signingn Procedure/Policy
taking place (e.g., maintenance/ .
repairs/deliveries/other SafetyStatementProcedure/Policy
families/adults/children). StayandPlaypolicyincludespolicyon riskmanagement,
Example®f riskinclude but arenot supervision of children and visitor signing in
limited to: Procedure/Policy
- Risk of children absconding
from services due to
proceduredor enteringand
exiting buildings not being
adhered to, such as doors
being closed etc.
- Risk of physical, sexual or
emotionalabuseto children
from visitors
- Childrenplacedat riskof harm
dueto inadequatesupervision

6 Riskof harmfrom peerto peerabuse. Complaintrocedure/Policy
Examples of risk include, but are not StaffTrainingProcedure/Policy
limited to: StayandPlayPolicyincludespolicyon anti-bullyingand

- Repeated, extreme acts of supervision of children procedure/policy
bullying (i.e. verbal, ChildmindeNetwork EventsPolicyincludespolicyon
psycholc_)glcal or phys_lcal anti-bullying and Supervision of Children
aggressioetweenchildren) Procedure/Policy

- Children using social media
platforms to post derogatory
commentsor picturesof other
children

3. Procedures

OurChildSafeguardingtatementhasbeendevelopedin line with requirementsunderthe ChildrenFirstAct2015,

Children First: National Guidance for the Protection and Welfare of Children 2017, and Tusla’s Child Safeguarding: A
Guidefor Policy,ProcedureandPractice.
Theproceduredistedin our RiskAssessmenandthe SpecifiedProceduredelow supportour intention to safeguard

children while they are availing of our service:

- Procedurefor the managemenbf allegationsof abuseor misconductagainst
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workers/volunteersof a child availingof our service;
- Procedure fothe saferecruitmentandselectionof workersandvolunteersto work with
children;
- Procedure foprovisionof andaccesgo childsafeguardingrainingandinformation,
including the identification of the occurrence of harm;
- Procedurdor the reportingof child protection or welfareconcerngo Tusla;
- Procedure fomaintainingalist of the persons(if any)in the relevantservicewho are
mandatedpersons;
- Procedurdor appointinga Relevan®Person.
Everyondn our organisatiorhasaresponsibilityto safeguarcchildrenandto report, to Tuslaanyconcernghey may
have for the protection or welfare of a child. Regardless of how a concern comes to a worker’s attention, it should be
reportedto our company DLP or DDLP in the absence of our appointed DLP.

RoscommorCCvill displaythis ChildSafeguardin@tatementprominentlyin our companyofficesand on our
company website.

Allprocedureswill be madeavailableto employeesdirectors,parents,youngpeople,membersof the publicand
Tuslajf requested.

4. Implementationand Review

We recognise that implementation is am-going process. Our organisation is committedhe implementation of
this ChildSafeguardingtatementandthe proceduregshat supportour intention to keepchildrenandyoungpeople
safe from harm while availing of our service.

Implement

RoscommorCCGSafeguardingtatementhasbeenadoptedandaversioncontrol with animplementationplanhas
been put in place A copy will be displayed in our company offices and on our company website at

https:// www.roscommonchildcare.ie/

Monitor

Roscommaon CCC’s child safeguardingtatementwill be monitored on an ongoingbasisby the RoscommorCCC
Manager

Review

Roscommon CCCs Child safeguarding statement will be reviewed, at a minimum every two years or more oftg
whererequired. Thisreviewwill be led by the RoscommorCCanagerandwill involvethe whole staffteamand/or
board of directors.Reviews will be conducted when procedures have been put into practice and gaps have be|
identified, situationswherethe scopeor purposeof RoscommorCCQas changed, nevegislationor policyhasbeen
developed or where there has been a material change in any matter to which the statement refers.

ThisChildSafeguardingtatementwasreviewedon 14/10/204andwill be reviewedin October2026.
Signed:SeanCrehan(Providerof the RelevanServiceRoscommorCCChairperson

For queries, please contagtnéad Mc QuaidManager Roscommon County Childcare Committee on
0949622523/0866039606r sinead.mcquaid@roscommonchildcareRelevanfersorunderthe ChildrenFirstAct
2015.

BestPractice/KeyRolesin Safeguarding

The RoscommorCCC Chairpersorof the BoardandBoardof Directorshaveappointecandnameda companyDLP

and Deputy DLP (DDLP). The DDLP will act in the place of the DLP when the DLP is not available i.e., annual
leave/ sick leave/other leave.

The DLPshouldbein a seniompositionwithin the CCC and both DLP/DDLP should havstrong knowledgef

Child Safeguardingroceduresvithin our own organisatiorandshouldalsohavea clearunderstandingf howto

make child protection and welfare reports to Tusla.

The DLP/DDLP shouldbefacilitatedto attendtrainingthatis relevantto their child safeguardingole.

The company’s DLP and DDLP are accessible to all workers and their contact details are available to all. Names
and contact details are also prominently displayed on a poster within the work environment.
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Wherethe DLP/DDLP arefacilitatedto work remotelyon occasionall staffwithin RoscommorCCChavethe
contact details of both personnel in the event that there is a child safeguarding concern.

NamedPerson

RoscommorCCQavenominateda NamedPersorto leadon the development andmplementation ofthe child
safeguarding statement and procedures for this organisatibinis Named Person will refer to relevant
publications to ensure that policies and procedures are consistent with best practice.
NamedPerson:Sinéad Mc QuaicCountyChildcareCoordinator/ManagerRoscommorCCC

Designated_iaisonPersonand DeputyDesignated_iaisonPerson

RoscommorCCQaveappointeda DesignatedliaisonPerson(DLPand DeputyDesignated.iaisonPerson(DDLP).
Please note that there may be a crossover of roles where the DLP/DDLP may also be the Named Person. The DLP
will be a resource to any employee of the company who has a child protection or welfare concern. The DLP is
responsibldor ensuringthat organisationateportingproceduresarefollowed correctlyand promptly andactasa
liaison person with other agenciesThe DDLP will be available in the absence of the DLP.
Designated_iaisonPerson(DLP)

Name:Sinéad Mc Quaid

Position:Manager/CountyChildcareCoordinator RoscommorCCC

Contact Address: Knock Road, Castlerea, Co. Roscommon

OfficeTelephone094962540

Mobile: 0866039606 Email:sinead.mcquaid@roscommonchildcare.ie

DeputyDesignated_iaisonPerson(DDLP)

Name:SineadChapman
Position:ChildcareDevelopmentOfficerRoscommorCCC
ContactAddress: KnocRoad,CastlereaCo.Roscommon

Office Telephone: 0949622540

Mobile: 0877744405 Email:sinead.chapman@roscommonchildcare.ie

Rolesand Responsibilitieof the DLP/DDLP:

o  Be fully familiar with the Roscommon CCC’s responsibilities in relation to the safeguarding of children

e Have good knowledge of the organisation’s guiding principles and child safeguarding procedures

e Ensure that the organisation’s reporting procedure is followed, so that child safeguarding concerns are
referredpromptlyto Tusla

« Receivesafeguardingoncernsrom workersandconsiderif reasonablegroundsfor reportingto Tusla
exist

+ Consultinformallywith a TuslaDuty SociaWorkerthroughthe DedicatedContactPoint,if necessary

* Whereappropriate,makeaformal report of a child protection or welfare concernto Tuslaon behalfof
their organisation, using the Tusla Web Pori#ffor any reason the DLP is unable to access the Tusla
Web Portal, a hard copy of the Child Protection and Welfare Report Form and/or Retrospective Abuse
Report Form may be submitted to Tusla by registered post.

e Recordall child protectionor welfareconcernspr allegationsof childabuse broughtto your attention
as well as any action taken in response to these concerns.

* Ensurehat asecuresystemisin placeto manageandstore confidentialrecords.

* Provide feedback to the referrer, as appropriate.

* Actasaliaisonwith TuslaandTheGardaSiochanaasappropriate.

SampleScenarios

Rememberjt isnot up to the worker to provethat abuse

has occurred, their role is to recognise the indicators of

abuse and follow their reporting procedures and report
concerns, through their DLP, to Tusla without delay
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Safeguarding or welfare concerns may arise whilst Roscommon CCC workers are visiting arsesvicay be in

the form of anobservation or receiving information from workers/parents/other stakeholderhaservice. If an
employeeof RoscommorCCQeceivesnformation about orobservesa situationthat relatesto the possibleabuse

of a child the worker must follow Roscommon CG€gorting procedureyiatheir DLP and maker@port to Tusla

Duty Social WorkThe worker should also alert the DLP in the service, who willrinfollow the service’s

reporting procedure.

An employee of Roscommon CCC may receive a query relating to a child safeguarding concern, which does not
includeanydetailsor identifyinginformation. Thismaycomethroughaphonecallor other correspondence This
maycomefrom anumberof sourcessuchasELC/SA®@orker, parent,memberof the publicor other stakeholder.

+ ELC/SAC workers will be directed to follow their service’s reporting procedure and seek advice from the

Dutysocialworker.

+ All others will be directed to report the concern directly to Tusla.

+ The caller will be provided with the appropriate contact information for Tusla social work.
Anemployeeof RoscommorCCQGnay receive callwherethe callerstates thatthey wishto disclosea child
safeguarding concern. (see appendix 5 for scenario outlined)

%+ The caller will be asked not to share information with Roscommon CCC.

4+ ELC/SAC workers will be directed to follow their service’s reporting procedure and report their concern to

Tuslasocialwork.

+ All others will be directed to report the concern directly to Tusla.

+ Whereidentifyinginformationis given,the RoscommorCCGvorker will follow RoscommorCCCs

reporting procedure

4 If limited information is provided and the Roscommon CCC worker has concerns relating to the situation,

they must follow Roscommon CCC’ reporting procedure

Employee®f RoscommorCCQGnaycomeinto contactwith childrenandtheir familiesin the courseof their work.

This may be a networking event, stay and play session, other events and may be located at an external venue
and/or may be outside of standard working hours. As an employee of Roscommon CCC, you may withess a
situation that raises a child safeguardiogncern. In this situationthe Roscommon CCC reportipgpcedure will

be followed. As always, if there is an immediate risk to any child or if it is not possible to contact Tusla, the
Roscommon CCC employee will contact An Garda Siochana.

Employee®f RoscommorCCQGnayreceiveadisclosuran relationto retrospectiveabuse. Retrospectiveabuse
disclosures must be reported to Tusla for the following reasons:
+ Theremaybeacurrentriskto children. Thisapplies whethethere areidentified or unidentified children
who may be at risk from the alleged abuser.
+ Theremaybe a criminalaspectto the disclosure.Childabuseis acrimeandyouwill needto decideif An
Garda Siochana needs to be informed. Alfsthere may be an immediate risk to a child/ren and if Tusla
cannot be contacted the Gardai need to be contacted without delay.
+ Supportfor the personwho has madehe disclosure. Thepersonwho allegesthat they haveexperienced
abuse as a child may wish to avail of counselling supports. It is important to help the alleged adult victim
to access the most appropriate support service based on their needs at that time.

In this situation, workers will follow Roscommon CCCs Reporting Procedure and report concerns to Tusla,
throughtheir DLPIFTHEWORKERSUNSURE INNYSITUATIONTHEYMUST,THROUGHHEIRDLPCONTACT

¢ ROSCOMMORCMOOENOTHAVEANADVISORROLH OELAANDSACSERVICES
WHERE THERE IS A CHILD PROTECTION AND WELFARE CONCERN.

e SERVICESIOULINOTCONTACROSCOMMORCAONRELATIONOCHILOPROTECTION
AND WELFARE CONCERNS.

e |FASERVICEONTACTROSCOMMORCMBOUTACHILIPROTECTIONNDWELFARE
CONCERN, THEY SHOULD BE DIRECTED TO CONTACT TUSLA

TUSLAUTYSOCIAWORKFORNFORMAICONSULTATION

ReportingProcedures Respondindo and ReportingChildSafeguardindConcerns
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Children First: National Guidance for the Protection and Welfare of Chikelyaimes organisations to have
reporting procedures in placelhese procedures must be understood and followed by all employees/workers
within RoscommorCCCEveryoneshouldbe alert to the possibilitythat childrenwith whomthey arein contact

may be being abused or at risk of being abuséderyone should know how to recognise and respond to the
possibility of abuse or neglect, so as to ensure that the most effective stepakae to protect a child and to
contribute to the ongoing safety of children.

Theproceswf identifyingandreporting suspectecthild abuseandneglectcanbe difficult for both the personwho
makes thereport and the families involved. However, a failureattiwhen abuse or neglect is occurring can result
in children being left in harmful situations and could potentially result in long term damage to theibeved).

There are many reasons why a Roscommon CCC employee/worker may be concerned about the welfare or
protection of a child or youngperson.ChildrenFirst:National Guidancefor the Protectionand Welfareof Children
states that Tuslahould always be informed when a person has reasonable grounds for concern that a child may
have been, is being, or is at risk of being abused or neglected.

All Roscommon CCC employees/workers have a responsibility to safeguard children and to report, to Tusla, any
concernghey mayhavefor the protectionor welfare of a child. Regardlessf how a concerncomesto aworkers
attention, it should be reported to our company DLP or DDLP in the absence of our appointed DLP.

A child or young person may disclose to a trusted person that they have been or are being harmed or abused.
Childrenmayhavedifferent waysof communicatinghat they are beingabused If a child hints at or tells aworker

that heor she isbeingharmedby someonejt must betreated in asensitiveway. Itisimportant that Roscommon
CCC employees/workers aavareof howto respondto achild whodiscloses abuser-urtherinformation on this

can be found iAppendix 2f this document.

All Roscommon CCC Directors and members of the Board must also be familiar with Roscommon CCC’s Child
SafeguardingProcedures.

ReportingChildSafequardindConcerns
Adheringto this reportingprocedurewill ensurethat correctproceduresarefollowedto safeguardchildrenand
that due regard is given to confidentiality and appropriate record keeping.

WHERE CONCERNS ARISE WHEN VISITING AN ELC OR SAC
SERVICE, ROSCOMMON CCC EMPLOYEE/WORKER SHOULD
CONSIDERHETHERHEYSHOULINFORMIHEDLPOFTHE
SERVICE, IN ADDITION TO FOLLOWING THEIR OWN
REPORTING PROCEDURE

RoscommorCC@mployees/workersvill adhereto the followingstepswhena child safeguardingoncernarises.

+ RecordingRoscommon CCC employees/workers must record all child safeguarding concerns in writing
usinga standardisedecordingform andtheserecordsmustbe givento RoscommorCCC®LFor in the
absence of our DLP the DDLP. Employees/Workers in Roscommon CCC will inform the DLP of all child
safeguardingoncerns.

+ Recordsnustbe factualandincludedetailsof concernand anyactionsthat havebeentakenin relation to
the concern(s)

4+ The DLP must ensure that the organisation’s reporting procedure is followed, so that child safeguarding
concernsarereferredpromptly to Tusla

+ Forchildsafeguardingoncernghat arisefor a RoscommorCC@&mployee/workerwhile visitingan ELC
or SAC service, the employee/worker must discuss these concerns with our company’s DLP and make a
decision whether to inform the DLP of the service.
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4+ Roscommon CCCs DLP will be fully familiar with the Roscommon CCC’s responsibilities in relation to the
safeguarding of children and have good knowledge of the organisation’s guiding principles and child
safeguardingrocedures.In conjunctionwith the DLPthe personwith the child safeguardingoncern
will establish that reasonable grounds for concern exist.

+ If reasonable grounds for concern have been established, a report must be made to Tusla jointly by the
personwith the concernandthe DLP.If the DLAs unsurethat reasonablegroundsfor concernexist,they
may seek informal consultation with a Tusla social workeformal consultation can be sought through
Tusla’s Dedicated Contact Points

4+ |If thereisanimmediateriskto achild or childrenand Tuslacannotbe contacted,the DLPmustcontactAn
Garda Siochana

+ Reporting to Tusla reports should be made to Tusla usithg Tusla Web PortalWhere theTusla Web
portal cannot be accessed, titghild Protection and Welfare Report Forms and/or Retrospective Report
Formsshouldbe downloaded,completedand postedto Tuslaby registeredpost. Contactdetailscanbe
found through theTusla Dedicated Contact Points

ROSCOMMON CCC HAVE SET UP A PROFILE ON THE TUSLA WEB PORTAL AND OUR COMPANY’S
DLP/DDLKNOWHOWTOACCESBHEPORTALFURTHERIFORMATIORANBEFOUNCHERE
https://www.tusla.ie/uploads/content/Tusla_Web_ Portal User_Guide.pdf

+ Ifareportisbeingmadeto Tuslaand/or An GardaSiochandy RoscommorCCC wevill consider
who the information needs to be shared with, in line with our Confidentiality Procedure.
ROSCOMMORCCEONFIDENTIALIFROCEDURBJTLINEBHELINEOFCOMMUNICATIOWITHIN
ROSCOMMORCGON RELATIONOCHILOSAFEGUARDINBARTICULAR TENTIONSPAIDTOWHO
NEEDS TO KNOW THAT A CONCERN HAS BEEN REPORTED E.G DLP/MANAGER/CHAIR OF THE BOAR

4+ Retrospectivabusedisclosures mugbereportedto Tusla. Reportsshouldbe madeto Tuslausing
the Tusla Web PortalWhere the Tusla Web portal cannot be accessed, the Retrospective Abuse
Report Form should be downloaded, completed and posted to Tusla by registeredGmgact
details can be found through thg&usla Dedicated Contact Points

Recording:
+ All safeguarding concerns must be recorded on a standardised form

+ Recordswill be managedy the DLPandheldin a dedicatedchild safeguardindile whichislocked
and accessible only through the DLP and when needed the Deputy DLP.

+ Recordsnustbe factualandincludedetailsof concernandanyactionsthat havebeentakenin
relation to the concern(s)

RoscommorCCQaveproceduresn placefor the effective managemendf our employees/workergo ensure
good child safeguarding practic&hese are listed below.

+ Policyfor Respondingo Allegationsof AbuseAgainstWorkers

+ Confidentiality Procedure

* Codeof Behaviour

* Recruitmentand SelectionProcedure

+ Garda Vetting Procedure

¢ InductionProcedure

e  Supervisiorand SupportProcedure
s DisciplinaryProcedure
e ComplaintsProcedure

Policyfor Respondindo Allegationsof AbuseAgainstWorkers

RoscommorCCQavea procedurein placefor respondingo allegationsof abusemadeagainstour
employees/workers.

Anallegationmaybe madeagainstan employee/workemwho has:

Behaved in a way that has or may have harmed a child/young person

Possiblycommitteda criminaloffencein relation to a child/youngperson

Behavedowardsa child/youngpersonor children/youngpeoplein away thatindicatesthey may posearisk of
harm to a child/young person

117

CompanyConfidential- Roscommomounwmm@m@ﬂtﬂ)loyedﬁamboows Dated:01/10/25


http://www.tusla.ie/uploads/content/Tusla_Web_Portal_User_Guide.pdf

Behaved in a way that is contrary to the service’s Code ot Behaviour tor workers
Behavedn awaythat is contraryto professionapracticeguidelines

Managemenimustensurethat everyoneinvolvedis dealtwith appropriatelyandin accordancevith Roscommon
CCCs guiding principles and Child Safeguarding Procedures. Management must always ensure that the best
interests of the child are paramount, balanced with fairness to the employee/worker and based on the laws of
natural justice and employment lesjation.

RoscommorCCas adualresponsibilityin respectof both the childandthe worker. Therearetwo separate
procedures to be followed:

1. Thereportingprocedureto Tuslain respectof the child

2. Theinternal personnelprocedurefor dealingwith the worker.

It isrecommendedhat two different peopleare appointedto manageeachprocedure.ln somestaffteams,it may

be necessary to call on external people who are independent to the parties. The Designated Liaison Person is
responsible for reporting the matter to Tusla, while a person must be appointed to take responsibility for
addressinghe employmentissues.Inrelationto allegationsof abuseagainstworkers,RoscommorCCCseporting
procedure must always be followed by all workers.

The firstpriority is for the safety othe child. The risk of harm to a chithould beat the forefront ofany decisions
made or actions taken

Roscommon CCCs internal personnel procedures for dealing with a worker who is the subject of an allegation of
abuse is clearly outlined

All employees/workers in Roscommon CCC are aware of who to cati@eid they become aware of or make an
allegation of abuse or neglect against any employee/worker

Whereanallegationof abuseby aworker arises there mustbe a specifiedperson.

Thisperson/sis: TheManagerand/or Chairpersorof RoscommorCCQvho addresseshe employmentissuesand
privately informs the worker of the following:

Thefactthat anallegationhasbeenmadeagainsthim/her

The nature of the allegation

Theworkershouldbe givenanopportunity to respond

In asituationwhereanallegationhasbeenmadeagainstaworker, protective measureghat are proportionateto
the level of risk must be taken to ensure that no child is exposed to unnecessary risk.

Wherean allegationof abuseby an employee/workerarises there is a specifiedpersonwho addresseshe child
safeguarding procedures that must be followed, including:

If appropriate,parents shoulde informed of any actionplannedandtakenwhile havingregardto the rights to
confidentiality of others, such as the person against whom the allegation has been made

Liaisorwith Tuslaand An GardaSiochanahouldbe maintained,asappropriate

All stagesof the procedureshouldbe recordedandtheserecordsshouldbe maintainedin line with Data
Protection regulations and legislation

Disciplinaryproceduresshouldbe in placeandfollowed, asappropriate

Whenanallegationis madeagainstaworker,a quickresolutionshouldbe soughtfor the benefit of all concerned

Legaladvicewill be soughtat the earliestopportunity if RoscommonCCGs dealingwith an allegationof abuse
against a worker

Confidentiality Procedure
RoscommorCCQecognisehat it is essentiakhat there is a clearunderstandingf professionabndlegal
responsibilities with regard to confidentiality and the exchange of information.

+ Employeesrerequiredat alltimesto maintainabsoluteconfidentialityin respectof mattersthat cometo
their knowledgein the courseof their work andbreacheswill resultin disciplinaryaction.Youarerequired
to sign the company’s standard confidentiality agreement(seeappendix18/BrightHR).

4+ Employees/Workers are to follow the company’s Child Safeguarding Statement and associated polices in
relation to any concerns they have in relation to child safeguarding
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Thecompanyhaveappointeda lead person/DLRand DDLRhat they candiscussany concernshey may haveand
Roscommon CCC support the paramountcy principal in relation to child safeguarding i.e. the child’s best
interestmustalwayscomefirst andreporting proceduresareoutlined.

+ Employees are also required and expected to maintain this standard of confidentiality when they leave
employment with Roscommon CCC

+ The confidential nature of your work requires that you never disclose any information you may acquire about
the affairs of the company or any of its customeif$e records and forms you work with are the property
ofthe companyandmustnot beshownor givento outsiderswithout officialapproval.lfyouhave any doubts
about what information this covers, please consult your Manager.

4+ Any knowledge or suspicion dfsloyalty, fraud or error or any concealed practice against the interests of
the company on the part of any person must be reported to your Manager.

+ If involved in or employed for work outside of your working hours with our company employees/workers
mustadvisethe companyof theseactivitiessoasto ensureno conflict of interestand compliancewith the
provisions of the Organisation of Working time Act 1997.

Inrelation to child safeguarding

Allinformationregardinga concernabout child protectionor welfare shouldbe sharedon a needto-knowbasis,n
the best interest of the child.

Noundertakinggegardingsecrecy cambe givenandthis shouldboe madeclearto childrenandfamiliesusingthe
service.

Theproportionateprovisionof information to the statutory agenciedor the protectionof a childis not a breachof
confidentiality or data protection.

Parentsandchildrenhavearight to knowif personalinformationis beingshared,unlessdoingsocouldput the
child or the reporter at risk or impede Tusla’s assessment.

Information will be shared as necessary and appropriate with Tusla, in the best interests of the child.
Safeguardingoncernsrecordsmustbe storedsecurelyjn a separatestoragecabinetto other records.
Wherechild safeguardingoncernsare held on a shareddrive, this mustbe passwordprotected. Therewill bea
soft copy folder for this purpose stored in Roscommon CCCs Managers office in a locked cabinet.

If there isa situationwherethe DLPdecidesnot to makeareport, TheDLPshouldadvisethe employee/worker
who raisedthe concernof this decisiorandthe reasons whyTheDLPshouldalsoadvisethe employee/worker
that should they remain concerned they can independently report to Tuslaeporting to Tusla, the
employee/workeris protected from civil liability and/or penalisation by employemunder the Protection$or
Persons Reporting Child Abuse Act 1998, should they report independently in good faith.

Failureto complywith theserequirementswill resultin disciplinaryaction.

Mandatory Training

In certain instances, employees will be required to undertake and attend mandatory training sessions that are
relevantto theirrole,in areasuchashealthandsafety,child protection etc. All employeesrerequiredto co-

operate with mandatory training requirements.

Support& Supervision

RoscommorCCQecognisesdts responsibilitiego ensurethat all employeeshaveaccesgo regularsupervision

and support for their work and have policies regarding this area in our employee handbook section 1.19.
Providingsupervisiorand supportto workershelpsto maintainbestpracticeandthe safeguardingf children.
Supervision provides a regular, structured opportunity to discuss work, provide support, review practice and
progress and plan for future personal development.
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RoscommonCCCs CustomerCharter & Complaints Procedure

Roscommon CCC have a customer charter and complaints procedure which outlines how to make and receive
complaintsaboutanyaspecbf theorganisationsOur complaintprocedurecanbeaccessethroughour company
website herdttps:/ivww.roscommonchildcare.ie/wpontent/uploads/2020/04/RoscommBa C-Customer
CharterClientComplaintsProcedurév/3-11032020.pdénd is in the appendices.

Sharing Guiding Principles and Child SafeguardingProcedureswith Stakeholders

RoscommorCCCwill makeour guidingprinciples,child safeguardingtatemenandour customeicharterand
complaints procedure available to stakeholders and the general public.
Stakeholdersuchasour Employees/Director& Membersof ourboard/ELC& SAC services/Parents/Students
and the general publian access these from our websitbtais:/ivww.roscommonchildcare.ie/
Implementing, Monitoring and Reviewing Child SafeguardingProceduresRoscommorCCChavedeveloped
plan to implement, monitor and review our child safeguarding procedures and will ensure that they are adhered to.

Implementation, Monitoring and Reviewof Your Child SafeguardingPolicy

Implementation
Roscommon CCC Safeguarding Statement and associated revised procedures V2.3 were adopted at a board
meeting on 01/06/2022 and will be implemented with immediate effegersion control with an
Implementation plan has been put in place by the Manager of Roscommon CCC with the support of the entire
staff team.Individual staff membersof RoscommorCCChavearesponsibilityfor implementatiorof theplan.
A copy will be displayed in our company offices and on our company website

Monitor
Roscommaon CCC's child safeguardingprocedureswill be monitored on an ongoingbasisby the Roscommon
CC@/anagerand/or Chairperson.

Review
Roscommon CCCs Child safeguarding procedures will be reviewed, at a minimum every two years or more
often whererequired. This reviewvill beled bythe Roscommon CQO@anagerandwill involvethe whole staff
team. Reviewswill be conductedwhen procedureshavebeenput into practiceandgapshavebeenidentified,
situations where the scope or purpose of Roscommon CCC has changed, or new legislation or policy has been
developed.
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http://www.roscommonchildcare.ie/wp-content/uploads/2020/04/Roscommon-CCC-Customer-
http://www.roscommonchildcare.ie/

Appendices
Appendix 1 -Tusla Duty SocialWork& Key Contact Details
HSE Duty SocialWorker TeamsCounty Roscommon
Checkupto datecontactdetailson http://www.tusla.ie/services/chilgrotectionwelfare/contact-sociat
worker/roscommoituty-sociatwork-teams

Address Child andFamily Agency,Golf links Rd, Co. Roscommon.
Phone 0906637528
Office Hours 9am- 5pm
Address Child andFamily Agency,HealthCentre Boyle, Co. Roscommon
Phone 0719662087
Office Hours 9am- 5pm
Address Child andFamily Agency,RiversideHouse Main St. CastlereaCo Roscommon
Phone 0906637851

An Garda Siochana(County Roscommon)
District HQ: Roscommon
District HQ Tel: +353 90 6638316
Divisional HQ: Roscommon
DivisionalHQ Tel: +353906638311

Emailsare monitoredduring normal office hours.
Call 999/1120r your local GardaStationif animmediateresponseés required.

For afull list of all stationsin County Roscommorrefer to https:/Avww.garda.ie/en/contaetis/stationdirectory/
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