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[Company Name] 
Employee Handbook

[bookmark: _Hlk206486448]Welcome to [the Company].

On behalf of all the staff at [Company Name], we would like to take this opportunity to welcome you to the company. Our goal is to recruit and retain the best employees as we believe that our people are our most valuable asset. We encourage staff to maintain a safe, healthy and environmentally friendly workplace.

We would like to wish you all the best in your employment, and we look forward to working with you.

The Management Team  










_____________________________________________________
[Name] Managing Director / HR Manager 
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1. [bookmark: _Toc228960753]Introduction & Welcome

1.1 [bookmark: _Toc228960754]Introduction 

This handbook has been written to provide you with information regarding your employment with the company. The Employee Handbook contains information regarding your working conditions, employee benefits, policies and procedures affecting your employment. 
This is your copy of the company’s Employee Handbook. Please keep your copy safe so that you can refer to it throughout your employment.
Please read the handbook carefully, as it forms part of your terms and conditions of employment, and it should be read in conjunction with your Statement of Main Terms of Employment. In the event of any inconsistency between your Statement of Main Terms of Employment and the Employee Handbook, your Statement of Main Terms will prevail. 
Upon receipt of the Employee Handbook, please ensure that you fully understand the contents. Once you have read the Employee Handbook, please ensure you complete the form at the back of the document signifying that you understand and accept the contents and return a copy to your line manager.
All policies and procedures in the Employee Handbook are subject to change. We reserve the right to make reasonable changes to any of your terms and conditions of employment, and you will be notified in writing of such changes. This handbook will be changed / updated in line with legislation, however, any changes to your terms and conditions will be put to you in writing.



1.2 [bookmark: _Toc228960755]Company Vision 
*Insert your own company vision here. Suggestion below* 
It is the mission of this company to prosper with integrity, honesty and professionalism. We are committed to offering a quality, profitable service and to do so in a safe and reliable manner. We will encourage our employees to achieve excellence and to serve our clients in a manner that meets their needs and expectations.
1.3 [bookmark: _Toc228960756]Equal Opportunities
The company is an equal opportunity employer. Individuals are selected on the basis of their abilities and merits to perform the tasks required. Our policy is to be fair and consistent in all aspects of our business. We recognise, respect and value differences in diversity. We will not tolerate any discriminatory act or attitude in the conduct of our business with the public or our employees. In line with the Employment Equality Acts 1998-2011, the company will not discriminate against any employee because of Gender, Civil Status, Family Status, Sexual Orientation, Religious beliefs, Age, Disability, Race or Membership of the Travelling Community. 















2. [bookmark: _Toc228960757]Commencing Employment 

2.1 [bookmark: _Toc228960758]Personal Information 

a) Your offer of employment was based on the personal information you provided. If such information proves to be untrue, we reserve the right to terminate any employment contract offered.

b) As part of an employee’s employment, permission is granted to the company to collect, hold and process personal information about the employee. The company acknowledges the need to treat this information in an appropriate manner. The holding and processing of such information will be done in compliance with Data Protection legislation.

c) It is important that you keep such personal information up to date and notify the company in writing of any changes in your personal details. Such personal details are:
i. Name
ii. Address
iii. Bank account details
iv. Phone number(s)
v. Next of Kin and their contact details

2.2 [bookmark: _Toc228960759]Probationary Period	

a) You have joined the company on a probationary review period, the duration of which is set out in your Statement of Main Terms of Employment. Your probation will not be longer than six months unless there is an exceptional circumstance. In that instance your probation will not be for longer than 12 months.

b) During your probationary review period, your work performance and your suitability for the role will be appraised. If your performance is deemed to be satisfactory during the review period, your probation period will come to an end. If your work performance is not up to the required standard, we may terminate your employment without referring to the disciplinary procedure or we may extend your probationary period to allow you a further opportunity to demonstrate your suitability.

c) Any continued absence during your probationary period, may result in your probationary period being suspended until your return to work.

d) Where you are on probation and take leave for medical care purposes or domestic violence leave and we consider this absence to be inconsistent with the probation, we may suspend the probation during the period of the leave.


2.3 [bookmark: _Toc228960760]Changes to Terms and Conditions of Employment
[bookmark: _Hlk64896890]
a) We reserve the right to make reasonable amendments to your terms of employment. We will give written notification of the change no later than one month after the change takes effect. 

b) Once you have been in continuous service for a period of at least six months you may request a form of employment with more predictable and secure working conditions, where available. This form of request can be made once in every twelve-month period. 

c) We will provide a reasoned written reply to the request within one month of the request. 

2.4 [bookmark: _Toc228960761]Flexibility
It is a condition of your employment that you are prepared to transfer to any of our sites and the sites of our clients whenever applicable. You may also be required to move to a different department, or a different crew and your duties may change in line with business needs. 

2.5 [bookmark: _Toc228960762]Work Permits

a) [bookmark: _Hlk64896972]If you require a work permit to work in Ireland, you will be required to furnish the company with a copy of your work permit and your passport prior to commencing employment. It is your responsibility to maintain the validity of such documents, and you must furnish the company with copies of renewed work permits.

b)  Failure to provide a valid work permit may result in the company having to place you on unpaid leave until you can obtain a valid work permit.

c) It is important that you renew your work permit in advance of its expiry date.

d) Failure to produce your work permit as requested may result in disciplinary action.

e) Where your work permit application has been denied or your work permit has been deemed to be fraudulent, the company may have to terminate the employment relationship due to statutory restriction. 











3. [bookmark: _Toc228960763]Wages 

3.1 [bookmark: _Toc228960764]Method of Payment and Bank Details

a) Frequency of wages payable will be in accordance with your Statement of Main Terms of Employment.  The company reserves the right to change the method or date of payment upon giving reasonable notice.

b)  You will receive pay slips outlining your payment details. This may be in electronic or paper form. Your pay slip will show any statutory and voluntary deductions made from your wages, such as, PAYE, PRSI, USC and Pension contributions.

c) You may be required to complete timesheets in order to ensure that you receive the correct payment and to ensure compliance with the Organisation of Working Time Act, 1997. Alternatively, the company may use an electronic system for recording hours. The Company requires you to notify us of any dual employment to ensure that you are working in line with the maximum working hours as set out in the Organisation of Working Time Act, 1997. 

d)  If there are any changes to your bank details, it is your responsibility to notify the company in writing at the earliest opportunity.

e) Any pay queries that you have should be raised with your line manager who will investigate the matter.

3.2 [bookmark: _Toc228960765]Overpayments

Overpayments will normally be deducted from your next payment. If this would cause financial difficulty, the company may make arrangements to allow for the overpayment to be repaid in instalments over a longer period of time.

3.3 [bookmark: _Toc228960766]Overtime

a) From time to time, you may be expected to work a reasonable amount of overtime, at the company’s discretion. All overtime must be approved in advance by your line manager.  

b) Overtime is paid as per your Statement of Main Terms of Employment, or in line with the Sectoral Employment Order that is in place for your job role.

c) In the event that you are absent through your own fault on any normal working day, you shall not be entitled to overtime payment on the day immediately following the day of absence, and the prerogative of working overtime on that particular day will rest with you.

3.4 [bookmark: _Toc228960767]Pension

Pensions will be as outlined in the Statement of Main Terms of Employment or applicable law. In any case a PRSA can be set up for you. Please contact management to make PRSA arrangements. If you are bound by a Sectoral Employment Order, details of your pension scheme will be outlined in the Order.

[bookmark: _Toc228960768]3.5 Check Off/Trade Union Dues

The employer will deduct union dues, where appropriate, provided they receive authorisation from you to do so. 




[bookmark: _Hlk206488829][bookmark: _Toc228960769]4. Working Time
__________________________________________________________________________
[bookmark: _Toc228960770]	4.1 Hours of Work
a. Your normal working hours are set out in your Statement of Main Terms of Employment.

b. Occasionally, you may be requested to work more flexible hours due to business demands. Such hours may include working on Saturdays and/or Sundays.

c. The Organisation of Working Time Act sets out statutory rights for employees in respect of rest, maximum working time and holidays. The maximum weekly working week is 48 hours.  However, in the construction industry the working week may be averaged out over a 12-month period.

[bookmark: _Toc228960771]	4.2 Rest Breaks
a. You will be entitled to an 11-hour daily rest period within a 24-hour period. 

b. You will be entitled to one period of 24 hours’ rest per week which will be preceded by a daily rest period of 11 hours.

c. You will be entitled to a 15-minute rest break if you work more than 4.5 hours. You will be entitled to a 30-minute rest break if you work more than 6 hours. The 30-minute rest break may be inclusive of the 15-minute rest break.

d. If you are unable to take a rest break, you must notify your line manager in writing within one week that you were unable to take this break. 


4.3 [bookmark: _Toc228960772]Punctuality and Attendance
a. The company will use appropriate means to record attendance. You are expected to comply with such methods as requested.
b. Employees should be ready to start work at their normal starting time. This includes returning from rest breaks. Persistent lateness may result in disciplinary action. 
c. All absences, including lateness, must be notified in accordance with the absence reporting procedure outlined in this Employee Handbook
4.4 [bookmark: _Toc228960773]Temporary Shortage of Work

a. The availability of work can be affected by matters outside of our control. Your working hours are determined by production, sales volume and demand. Where there is a temporary shortage of work the company will try and maintain your employment. This may require placing you on reduced working hours, short time working or lay off without pay. The arrangement and scheduling of your work will be the responsibility of management, and you will be expected to return to work as scheduled.

b. Wages, leave entitlements and benefits will be calculated on a pro rata basis in accordance with hours worked.








[bookmark: _Toc228960774]5. Sickness & Absence

This policy sets out the company’s procedures for reporting absence and for absence management. The company wishes to ensure that the reasons for absence are understood. If it is feasible the company may be able to adopt measures to assist those returning from absence.
5.1 [bookmark: _Toc228960775]Absence Notification

a) On the first day of absence, you must notify your manager by telephone no later than the time specified in your Statement of Main Terms of Employment. You will be expected to give some indication of when you expect to return to work. If you are unable to give an indication of your expected return to work date, you may be requested to notify your line manager by telephone daily with an update.

b) If your immediate manager is not available, then you must contact another member of the management team.

c) Communication to notify the company of your absence should be made by you personally. However, if you are unable to make the notification yourself due to incapacity, then a relative, neighbour or friend may be able to make the notification on your behalf.

d) Notification by text message, voicemail or email will not be acceptable.

e) If you have taken ill or you are injured while at work, you should report to your line manager immediately.

[bookmark: _Toc228960776]5.2 Medical Certificate
	
a) You will be required to furnish the company with a medical certificate from your doctor if you have been absent for more than three working days. You will then be required to supply us with consecutive medical certificates to cover your absence on a weekly basis. 

b) Where we are concerned about the reason for your absence, or your level of absenteeism, we may require a medical certificate for each absence even where the duration is less than three days.
5.2 [bookmark: _Toc228960777]Return to Work
a) Once you are aware of your return date, you should notify your line manager immediately. 

b) You may be required to supply a medical certificate from your doctor certifying you as fully fit to return to work in your normal duties.

c) Upon your return, you may be requested to attend a return-to-work meeting.

d) If you require any measures in order to facilitate your return to work, you should notify your line manager as soon as possible to determine if these measures can be implemented.

5.3 [bookmark: _Toc228960778]Medical Assessment

a) If it is necessary, we may require you to be independently medically assessed by our company doctor or an Occupational Health Specialist. 

b) We may request your permission to contact your General Practitioner for an assessment on your medical condition. If you fail to comply with such a request, the company may have to make a decision on your employment without the benefit of medical evidence.



[bookmark: _Toc228960779]5.5 Excessive Absenteeism 

Excessive levels of absenteeism can cause disruption to the efficient operations of the business. Therefore, high levels of continual or repeated absence may not be acceptable. The reasons for your absences will be considered in determining whether your level of absenteeism is satisfactory.

[bookmark: _Toc228960780]5.6 Disingenuous Sick Leave

(a) Where the company have reason to believe that sick leave has been disingenuous, it will be treated very seriously and may result in disciplinary action, up to and including dismissal. 

(b) An employee working or engaging in any activity that is inconsistent with their inability to work while on sick leave, may face disciplinary action up to and including dismissal.

[bookmark: _Toc228960781]5.7 Medical Incapability

(a) The company will need to be informed of any medical conditions that you may have. You can request a medical report from your own GP outlining how your condition will affect your position. You may also be requested to attend a company doctor. 

(b) After consulting with you regarding your condition, a decision will be made about your future suitability for continued employment within the company. 

(c) The company reserves the right to terminate an employee’s employment by reason of the employee’s incapacity to fulfil the requirements of their role as a result of illness or injury.

[bookmark: _Toc228960782]5.8 Sick Pay

Sick pay conditions will be outlined in your Statement of Main Terms of Employment.


















[bookmark: _Toc228960783]6. Leave Entitlements

[bookmark: _Toc228960784]6.1 Annual leave 
(a) Employee holiday entitlements are outlined in the Organisation of Working Time Act, 1997.
(b) All employees, full-time, part-time, temporary or casual workers accrue holiday entitlements from their first day of employment.  
(c) Your annual leave holiday entitlement is outlined in your Statement of Main Terms of Employment.
(d) The annual leave year runs from the beginning of August to the beginning of August the following year.
(e) There are 21 annual leave days in the holiday year as follows: 
· Easter - 5 days – Good Friday and the four days after Easter Monday.
· Summer – 10 days ending on the Friday evening prior to the public holiday in August.
· Christmas- Four or five days as agreed at the National Joint Industrial Council.
· Additional days as appropriate. 
(f) All additional annual leave not taken within the annual leave year must be taken within six months of the next annual leave year.

[bookmark: _Toc228960785]6.2 Sickness during Annual leave
In accordance with the Organisation of Working Time Act, 1997, where an employee produces a medical certificate which falls within their annual leave, sick leave will supersede their annual leave.

 
[bookmark: _Toc228960786]6.3 Public Holidays
(a) There are 10 Public holidays per calendar year:
1. January (New Year’s Day).
2. First Monday in February, or 1 February if the date falls on a Friday 
3. 17 March (St. Patrick’s Day).
4. Easter Monday.
5. The first Monday in May.
6. The first Monday in June.
7. The first Monday in August.
8. The last Monday in October.
9. 25 December (Christmas Day).
10. 26 December (St. Stephen’s Day).

(b) Part-time employees must have worked at least 40 hours in the previous five weeks ending on the day before the Public holiday to qualify for a public holiday benefit. However, full-time employees have an immediate entitlement to Public holiday benefit.
(c) In respect of a Public holiday the employee is entitled to whichever of the following his/her employer determines:
1.1 a paid day off on the day of the Public holiday 
1.2 a paid day off within a month of that Public holiday
1.3 an additional day of annual leave
1.4 an additional day’s pay

(d) Employees absent from work immediately before a Public holiday will not be entitled to benefit from the Public holiday where:
i. An absence is in excess of 52 weeks by reason of occupational injury.
ii. An absence is in excess of 26 weeks by reason of illness or injury.
iii. An absence is in excess of 13 weeks by reason not referred to above but being an absence authorised by the employer including lay off.
iv. An absence is by reason of strike.
v. An absence on Carer’s leave is in excess of the first 13 weeks of the 104-week entitlement for each person being cared for. 
(e) Employees who work or who are normally rostered to work on the day the Public holiday falls are entitled to a day’s pay for the Public holiday. Employees who are not normally rostered to work on day that the Public holiday falls are entitled to one fifth of their last working week as the Public holiday benefit. 

[bookmark: _Toc228960787]6.4 Maternity Leave
This policy outlines the entitlements and responsibilities of pregnant employees as outlined by the Maternity (Protection of Employees) Acts 1994-2004. 
(a) Employees are entitled to 26 consecutive weeks maternity leave of which at least two weeks must be taken before the date of confinement and at least four weeks after the date of birth. 
(b) While on maternity leave an employee, subject to qualification, is entitled to a maternity benefit from the Department of Employment Affairs and Social Protection.  At the end of maternity leave the employee will be entitled to return to her original job, or a job of a similar nature, under terms and conditions no less favourable than those which would have applied if she had not been absent. 

(c) An employee may avail of an additional 16 consecutive week’s unpaid leave commencing immediately after her maternity leave. Therefore, there is no entitlement to a maternity benefit from the Department of Employment Affairs and Social Protection for this time.

(d) Employees should notify their manager at the earliest opportunity of their pregnancy and date of confinement. 
(e) An employee will be required to submit a medical certificate to confirm the pregnancy. 
(f) An appropriate risk assessment will be conducted with the employee. 
(g) Employees must give their manager at least four weeks written notice of their intention to take maternity leave. 
(h) An employee must give four weeks written notice of their intention to return from maternity leave.
(h) If an employee intends on taking additional maternity leave, they must give their manager at least four weeks written notice. 
(i) An employee is entitled to paid time off during working time for ante-natal and post-natal medical appointments.
(j) A father can be entitled to statutory leave upon the birth of their child in the circumstances where the mother dies within 24 weeks of the birth of the child. In such circumstances, the father would be entitled to take the remainder of the mother’s maternity leave outstanding at the time of death. In these circumstances, the father would also have the option to take the additional 16 weeks of maternity leave.
(k) An employee is entitled to postpone all or part of their maternity leave where they are undergoing treatment for serious illness. Maternity leave may be postponed for a period of 5 weeks to 52 weeks. An employee must give notice of their intention to postpone the maternity leave to the employer two weeks prior to the expected maternity leave start date by way of medical certificate. 

(i) A ‘serious health condition’ means a health condition that entails a serious risk to the life or health, including the mental health, of an employee, and in order to address the risk, requires necessary medical intervention that is ongoing for a period of time to be carried out in respect of the employee. Mental health conditions “necessary medical intervention” means in-patient hospital treatment.

(l) An Employee may request one further postponement but both postponements may not exceed 52 weeks. 

[bookmark: _Toc228960788]6.5 Breastfeeding
(a) An employee who is breastfeeding will be entitled to a) reduce her hours by one hour per day for the purposes of breastfeeding other than in the workplace; or b) take breaks equivalent to one hour per day for the purposes of breastfeeding in the workplace.
(b) “Breastfeeding” means breastfeeding a child or expressing breast milk and feeding it to a child immediately or storing it for the purposes of feeding it to a child at a later time. 

(c) This entitlement may be availed of for up to 104 weeks after the date of birth of the child.
(d) Breastfeeding breaks may be taken as one 60-minute break, two 30-minute breaks, or three 20-minute breaks per day as agreed with your manager. Part-time employees will be entitled to a pro-rata benefit to that provided to full-time employees.
(e) The employee must inform their manager of their intention to avail of work breaks when advising the company that she will be returning to work, which is not later than four weeks before the intended return to work date. The employee should include a copy of the child’s birth certificate with such an application.
(f) Availing of such breaks will not result in any reduction of pay for the employee.

[bookmark: _Toc228960789]6.6 Adoptive Leave

(a) Under the Adoptive Leave Act 1995-2005, an adopting mother, adopting father or sole male adopter who is in employment is entitled to twenty-four weeks of adoption leave from work from the date of the placement of the child. 
(b) Subject to qualification, payments from the Department of Employment Affairs and Social Protection will be made during such leave.
(c) The employer must be given a minimum of four weeks’ notice in writing of an employee’s intention to take adoptive leave and the expected placement of the child.
(d) Certification of placement of the child must be given to the employer as soon as it is reasonably practicable but no later than 4 weeks of the date of the placement.
(e) Employees will be entitled to paid time off work to attend preparation classes and pre-adoption meetings with social workers required during the pre-adoption process.
(f) Up to sixteen weeks of consecutive additional unpaid adoptive leave may be taken after an employee’s original adoptive leave ends. Therefore, there is no entitlement to an adoptive benefit from the Department of Employment Affairs and Social Protection for this time.
(g) Written notice of additional adoptive leave must be given by the employee at least four weeks before the intention to take this leave.
(h) The employee must notify the employer in writing at least four weeks before the date on which the employee intends to return to work after the adoption.
(i) An employee returning from adoption leave will be entitled to return to their original job, or a job of a similar nature, under terms and conditions no less favourable than those which would have applied if they had not been absent.

[bookmark: _Toc228960790]6.7 Paternity Leave

(a) Paternity leave, for the purposes of the Paternity Leave and Benefit Act 2016, is an entitlement for relevant parents in relation to a child, to an entitlement of a single period of two weeks of leave for the purposes of caring for their child. 
(b) While on paternity leave a worker, subject to qualification, is entitled to paternity leave benefit from the Department of Employment Affairs and Social Protection. At the end of paternity leave a worker will be entitled to return to their original job, or a job of a similar nature, under terms and conditions no less favourable to those which would have applied if they had not been absent. 
(c) A “relevant parent” can be:
· the father of the child,
· the spouse/cohabitant civil partner of the child’s mother,
· the parents of a donor-conceived child, or
· a sole male adopter.

(d) In the case of multiple births or where two or more children are adopted at the same time; a relevant parent shall only be entitled to one period of paternity leave.

(e) A worker should give notice of their intention to take paternity leave. Such notice should be given:
· in writing,
· as soon as reasonably practicable, 
· but not later than 4 weeks before the expected date of confinement of the expectant mother, or before the expected day of placement, 
· accompanied with a medical certificate or other appropriate documentation confirming the date of confinement of the expected mother or a copy of the certificate of placement.

(g) Generally, paternity leave shall commence on the day that the relevant parent has selected in their notification but not earlier than the date of confinement of the child or the placement date in the case of adoption, and not later than 26 weeks after such date. 
(h) Where a worker becomes sick before commencing paternity leave and they wish to postpone the leave, they should give written notice as soon as reasonably practicable after becoming sick and accompany the relevant medical evidence. In such circumstances, paternity leave can be postponed ending not later than 28 weeks after the date of birth or placement in the case of adoption.
(i) Where the date of birth occurs in a week that is 4 weeks or more before the expected date of confinement, the relevant parent shall be deemed to have complied with the notice requirements if the notification is given in the period of 7 days commencing on the date of birth.
(j) Where the day of adoption placement is postponed or the date of birth occurs after the date selected by a worker outlined in his/her notification, the worker shall be entitled to select another date on which the paternity leave shall commence.

(k) Where a relevant parent is employed under a contract of employment for a fixed term and the contract expires before the day which would be the last day of his/her paternity leave, then the last day of his/her paternity leave shall be the day on which the contract expires.
(l) Where extenuating or tragic circumstances occur, such as the hospitalisation of the child, a stillbirth, death of a parent or death of a newborn child, please contact your line manager in such circumstances so that arrangements can be made in line with the legislation.
(m) Abuse of paternity leave will not be tolerated. Where management have reason to believe that a worker is abusing their entitlement to paternity leave, the company will take appropriate action.

[bookmark: _Toc228960791]6.8 Parental Leave

[bookmark: _Hlk49333076](a) An employee who is the natural or adoptive parent of a child and who has a minimum of one year’s continuous service is entitled to up to 26 weeks of parental leave to “enable him or her to take care of the child”.
(b) Parental leave is available for each child and both mothers and fathers qualify for parental leave.
(c) Parental leave must be taken before the child is 12 years old, except in the case of:  
· an adopted child aged between 10 and 12 years of age when the adoption order is made, in which case the leave must be taken within two years of the date of the adoption order.
· a child with a disability or long-term illness, in which the leave may be taken up to the child is 16 years old. 
(d) There is a limit per parent of 26 weeks parental leave in any 12-month period. However, this limit does not apply to multiple births.

(e) Where an employee has not completed at least one year’s service, the parent can take one week of parental leave for each month of service once they have completed three months of service
(f) Parental leave can be taken in one continuous period or, by agreement with the employer, in several shorter periods. If an employee is taking parental leave in blocks, the minimum period is a six-week block subject to a gap of 10 weeks between blocks in respect of one child.
(g) Employee’s must give a minimum of six weeks of written notice of their intention to take parental leave, including the date that they wish the parental leave to commence, the duration of the leave and the manner in which they propose to take the parental leave.
(h) Employers are entitled to postpone parental leave for up to six months, where the granting of such leave would have a substantial adverse effect on the operations of the business.

[bookmark: _Toc228960792]6.9 Parent’s Leave

(a) The Parent’s Leave and Benefit Act 2019 entitles each parent to nine weeks leave from employment in the first two years of their child’s life in respect of every child born on or after 1 November 2019. In the case of adoption, each parent can take the parent’s leave up until the expiration of the period of two years beginning on the day of placement once it is on or after 1 November 2019. There is no qualifying period of employment for employees to be entitled to avail of parent’s leave.
(b) A parent may take the leave as seven continuous weeks or periods consisting of not less than one week. The leave can be taken immediately following a period of maternity leave, additional maternity leave, adoptive leave, additional adoptive leave, paternity leave or any other time as agreed.

(c) Parent’s Leave is unpaid by the company. Subject to qualification, parents are entitled to parent’s leave benefit from the Department of Employment Affairs and Social Protection. While on parent’s leave, employees will continue to accrue annual leave and public holidays. 
(d) Following a period of parent’s leave, employees are entitled to return to the same job they held immediately before commencing the leave. Employees will not be penalised for proposing to exercise or having exercised their entitlement to parent’s leave.
(e) In the case of multiple births or where two or more children are adopted at the same time, each parent shall be entitled to seven weeks of parent’s leave only.
(f) An employee must give notice of their intention to take parent’s leave. Such notice should be given:
· in writing,
· as soon as reasonably practicable, but not later than six weeks before the expected date of commencement of the leave,
· confirming the duration of the leave,
· accompanied with a medical certificate confirming the expected week of confinement or the relevant child’s birth certificate or adoption certification in the case of adoption.
(g) Where the leave is sought to be taken on the birth of the child or shortly after, and the birth occurs four weeks or more before the expected due date, the parent shall be deemed to have complied with the notification requirements if the relevant notification is given in the period of seven days commencing on the date of birth. Where the date of birth or date of placement is later than the date selected by the relevant parent in his or her initial notification, the relevant parent shall be entitled to select another date on which the leave shall commence.
(h) The company may postpone a request for parent’s leave once for up to 12 weeks, where the taking of parent’s leave would have a substantial adverse effect on the operation of the business.  The company will first consult with the employee before notifying them in writing of the reasons for the postponement. Notification of a postponement will be issued in writing within four weeks before the intended commencement of the leave.
(i) If the death of a parent occurs before the expiration of the period of entitlement of the leave, the leave may be transferred to the other parent. Where a child dies before the expiration of the period of the entitlement, the death shall not affect the entitlement of the parents to the leave. 
(j) In the event of the hospitalisation of a child, a parent is entitled to request in writing to have their parent’s leave postponed. If the company agrees to the postponement, the employee should take the leave not later than seven days after the child is discharged from hospital, or as agreed between the employee and management.
(k) Where an employee who is on probation, undergoing training or employed under a contract of apprenticeship, takes parent’s leave and the company considers that the employee’s absence from their employment on such leave would not be consistent with the continuance of the probation, training or apprenticeship, the company may require that the probation, training or apprenticeship shall stand suspended during the period of leave concerned and be completed by the employee at the end of that period.
(l) Where a relevant parent is employed under a fixed term contract and that term expires before the day which would be the last day of his or her parent’s leave, then the last day of his/her parent’s leave shall be the day on which the contract expires.
(m) Abuse of parent’s leave will not be tolerated. Where management has reason to believe that an employee is abusing their entitlement to parent’s leave, the company will take appropriate action.
[bookmark: _Toc228960793]6.10 Force Majeure Leave
(a) An employee is entitled to Force majeure leave where their immediate presence is needed due to the sickness or injury of a close relative.
(b) Force majeure leave is paid leave that is limited to three days in any one-year period and up to five days in any three-year period. Absence for part of a day is considered as a whole day in accordance with the limitation.
(c) Upon return to work, the employee must submit a written notice outlining the facts which made it necessary to take the leave and provide any necessary documentation along with the notice.

[bookmark: _Toc228960794]6.11 Carer’s Leave

(a) An employee may avail of unpaid leave from his/her employment to enable him/her to personally provide full-time care and attention for a person who is in need of such care.
(b) The period of leave to which an employee is entitled is subject to a maximum of 104 weeks in respect of any one care-recipient.
(c) In order to avail of Carer’s, leave an employee must fulfil the following conditions:
· The employee must have completed at least 12 months of continuous service before the commencement of the leave
· The employee must intend to take Carer’s leave for the purpose of personally providing full-time care and attention to a relevant person who is in need of such and must actually do so for the duration of the leave.
· The requirement to provide full-time care and attention will be assessed on an individual basis by the Department of Employment Affairs and Social Protection.
· The relevant person must be deemed to be in need of full-time care and attention by a deciding officer of the Department of Employment Affairs and Social Protection.

(d) An employee must give written notice of their intention to take Carer’s leave a minimum of six weeks before the employee proposes to commence the leave. The notice must contain the date which the employee proposes to commence the leave, the proposed duration of the leave, the manner in which the employee proposes to take the leave and a statement to confirm that an application has been made for a decision in relation to the care of the relevant person to the Department of Employment Affairs and Social Protection. The employee must furnish the employer with the decision of the deciding officer from the Department of Employment Affairs and Social Protection as soon as practical.

[bookmark: _Toc228960795]6.12 Leave for Medical Care Purposes

(a) Employees are entitled to leave without pay for medical care purposes for someone that they care for.
(b) Employees will be entitled to five days of unpaid leave in any period of 12 consecutive months to provide personal care or support for what will be known as the “person concerned”.
(c) This “person concerned” can be your parent, grandparent or child, your spouse or civil partner, a cohabitant, a sibling, or a person who resides in the same household as you. The receiver of care must need significant care or support for a serious medical reason.   
(d) There is no length of service requirement, nor prior notice is required. 
(e) You must inform us that you have taken or intend to take this leave as soon as reasonably practicable. This notification must specify the dates of the leave, the purpose, and the duration. It must also give a statement of the facts.  
(f) You may be required to provide us with information that we may reasonably require in relation to their relationship with the person concerned, the nature of the care and relevant evidence relating to the need. This includes a medical certificate signed by a registered medical practitioner. 

[bookmark: _Toc228960796]6.13 Bereavement Leave

Bereavement leave is at the discretion of management.
[bookmark: _Toc228960797]6.14 Domestic Violence Leave 
6.13 Domestic Violence Leave	Comment by Lisa Conroy: Change made here. 	Comment by Lisa Conroy: Not enacted yet - expected in Autumn 2023. 

a) The Work Life Balance and Miscellaneous Provisions Act 2023 entitles employees to five days of leave in any period of 12 consecutive months, with pay, from their employment to be known as “domestic violence leave”.  

b) Domestic Violence means violence, or threat of violence, including sexual violence and acts of coercive control committed against an employee or a relevant person by another person. 

c) A ‘relevant person’ in relation to you as an employee may be: 
i. Your spouse or civil partner,
ii. Your cohabitant,
iii. A person with whom you are in an intimate relationship,
iv. Your child of who has not attained full age, or
v. A person who, in relation to you, is a dependent person such as an underage child or someone that you are in loco parentis of or if your child has reached full age, that they are suffering from a mental or physical disability that prevents them from living independently. 

d) The person committing the violence can be a:
i. Spouse or civil partner of the you or the relevant person. 
ii. Cohabitant of you or the relevant person. 
iii. In an intimate relationship with you or the relevant person.
iv. Child of yours or the relevant person. 

e) This entitlement will arise when an employee or a “relevant person” has previously experienced or is currently experiencing domestic violence. 

f) This leave is to enable the employee to do themselves, or assist their “relevant person” in the following: 
i. seeking medical attention;
ii. obtain services from a victim services organisation;
iii. obtain psychological or other professional counselling;
iv. relocate temporarily or permanently;
v. obtain an order under the Domestic Violence Act 2018;
vi. seek advice or assistance from a legal practitioner;
vii. seek assistance from the Garda Síochána.

(d) When you have taken or wish to take domestic violence leave, you must confirm to us that you have taken this type of leave as soon as reasonably practicable afterwards. 

[bookmark: _Toc228960798]6.15 Jury Duty

(a) An employee who is required to serve on a jury will be allowed the paid time off work in order to do so.

(b) On any day or part of a day that an employee is not required to serve on a jury they must return to their working duties immediately.

(c) The company will require a certificate from the Court confirming that the employee has been called for jury duty.


[bookmark: _Toc228960799]7. Health and Safety

The company is committed to making every effort to ensure the health, safety and welfare of all employees in order to comply with the applicable legislation, best practice and in-house safety requirements.

[bookmark: _Toc228960800]7.1 Health & Safety Guidelines Policy

(a) The company undertakes to:
· Comply with the Safety, Health and Welfare at Work Act, 2005.
· Comply with the Safety, Health and Welfare at Work (General Applications) Regulations, 2007.
· Comply with the Safety, Health and Welfare at Work (Construction) Regulations 2013.
· Ensure so far as is reasonably practicable the safety, health and welfare of all employees while at work and to provide such information, training and supervision, needed for this purpose.
· Consult all staff and employees on matters of health and safety.
· Protect, as far as is reasonably practicable, persons not employed by the company who may be affected by its activities.

(b) The wearing of appropriate Personal Protective Equipment (PPE) is a condition of employment. The wearing of safety boots, safety harness, life jackets, goggles/eye protection, etc., must be worn when required by management.  	
(c) It is the responsibility of each employee to co-operate with their respective line managers to ensure the highest standards of safety are maintained in the workplace, and to take reasonable care of themselves and others.

(d) Employees are required to notify the company management, or their line managers of any concerns relating to safety, health and welfare and are encouraged to comply with their duties under the above Acts. Employees should notify the company management or their line manager immediately of identified hazards in the workplace and should refer to the company’s Health and Safety Statement.

[bookmark: _Toc228960801]7.2 Protective Clothing

The company will provide the appropriate PPE required to complete the work in a safe and healthy manner.

[bookmark: _Toc228960802]7.3 Smoking Policy

(a) The company operates a nonsmoking policy in accordance with the Public Health (Tobacco) Act 2002 and 2004.  
(b) Smoking is prohibited in all public areas and facilities. Please be aware that this also includes e-cigarettes and similar devices.
(c) The company does not provide smoking breaks.

[bookmark: _Toc228960803]7.4 Illness and Injury at Work

Employees are required to report all accidents to their line manager immediately. An accident report must be completed immediately following the accident. If an employee feels ill, they must report to their immediate line manager and should not go off-site for medical attention without informing the relevant line manager. 

[bookmark: _Toc228960804]7.5 Intoxication at Work/Drugs and Alcohol

(a) The company is committed to a safe and healthy workplace for all employees whilst at work. The company recognizes that alcohol or drug abuse by employees may impair their ability to perform their job and may seriously affect the safe and efficient operations of the company.
[bookmark: _Hlk29281888](b) The Safety, Health and Welfare at Work Act, 2005, provides that employees have a duty “to ensure that he or she is not under the influence of an intoxicant to the extent that he or she is in such a state as to endanger his or her own safety, health or welfare at work or that of any other person.”
(c) An employee who is intoxicated while at work is a risk to the safety of themselves, their co-workers, third parties and company property, particularly, in light of the nature of the work in the construction industry and the equipment and machinery used on a daily basis.
(d) Employees are required to be fit to work upon attending work and remain fit to work throughout their shift without suffering from the use or aftereffects of an intoxicant. 
(f) Where a line manager has a reasonable suspicion that an employee is under the influence of alcohol or drugs while at work, the worker will be removed from site immediately and the company have the right to request the worker to attend the company doctor for a medical assessment.
(e) Intoxication at work is considered to be gross misconduct in line with the company’s disciplinary policy and may result in dismissal.




[bookmark: _Toc228960805]8. Company Vehicles Policy


[bookmark: _Toc228960806]8.1 Driving Licence

(a) You must have a current driving license in your possession in order to drive a company vehicle.
(b) Your driving license must be produced upon request by management.
(c) If your license is no longer in your possession, due to misplacement, driving ban, etc., you must inform management immediately and you are not permitted to drive any of the company vehicles during this time. 

[bookmark: _Toc228960807]8.2 Permission 

(a) You are not permitted to drive a company vehicle without permission from a member of the management team.

(b) Use of the company vehicle is only permitted for work-related activity. You may not use the company vehicle for personal use unless you have been given specific authorisation to do so.

(b) If you are given authorisation, it is your responsibility to ensure that the vehicle is not used by another person who does not have authorisation while the vehicle is in your possession.

[bookmark: _Toc228960808]8.3 Driving Under the Influence of an Intoxicant

You are not permitted to drive a company vehicle while under the influence of an intoxicant under any circumstances. Breach of this policy may lead to disciplinary action up to and including dismissal.


[bookmark: _Toc228960809]8.4 Smoking Policy

The statutory ban on smoking extends to company vehicles. Therefore, all employees are prohibited from smoking in any company vehicle. Breaches of the company smoking policy will result in disciplinary action up to and including dismissal.

[bookmark: _Toc228960810]8.5 Use of Mobile Phones

(a) It is a statutory offence to use any part of your body to hold or support a mobile phone while you are driving. 

(b) You must use a hands-free kit or blue tooth if you are using your mobile phone while you are driving. These devices must not be set up while you are driving.

[bookmark: _Toc228960811]8.6 Fines/Penalty Points

(a) If you receive fines or penalty points for parking, driving speed, use of mobile phone, dangerous driving, use of bus lane, etc. whilst driving a company vehicle, you must inform your line manager at the earliest opportunity.

(b) The cost of any fines that you are responsible for during the use of the company vehicle will not be paid by the company. The cost of such fines will be deducted from your salary if they are addressed to the company.

[bookmark: _Toc228960812]8.7 Accident/Damage

(a) You are required to notify your line manager at the earliest opportunity of an accident that you have been involved in. You are then required to fill out an accident report form. This form must be filled out with as much detail as possible and returned to your manager within 24 hours of the accident. 

(b) Where you have been involved in an accident that has caused damage or injury, you are required to furnish your name and address, the name and address of the vehicle owner, the vehicle registration number and the insurance company that insures the vehicle, to any person that has reason to request this information. You should not discuss opinions on responsibility for the accident.

(c) You must inform your line manager at the earliest opportunity after the accident of the damage caused or injury to another person. Your manager can then put in place any necessary measures to avoid any disruption to the business as a result of the accident and gather any necessary paperwork necessary relating to the vehicle involved.

(d) Where the accident has caused injury to another person you are responsible for notifying management and the Gardaí immediately.

[bookmark: _Toc228960813]8.8 Liability for Damaged Vehicles

(a) Where the damage to a company vehicle was caused due to your negligence, you will be liable for the damage of repairing the vehicle or the excess amount that is not covered by the insurance company.

(b) You will be notified in advance of the amount that you are liable for, and this amount will be deducted from your wages.

(c) You may also face disciplinary action in accordance with the company’s disciplinary policy.








[bookmark: _Toc228960814]9. General Particulars

[bookmark: _Toc228960815]9.1 Employee Property

The company will not be responsible for loss or damage to employees’ property on company premises. This includes motor vehicles.  

[bookmark: _Toc228960816]9.2 Company Property

(a) Company property should be treated with care by all employees.

(b) Use of company equipment and/or machinery should be done with due diligence in accordance with training or directions for use.

(c) Employees are expected to keep company property in their possession maintained and secure at all times. 

(d) Where the damage to company property was caused due to your negligence, you will be liable for the cost of repairing the vehicle or the excess amount that is not covered by the insurance company.

(e) You will be notified in advance of the amount that you are liable for, and this amount will be deducted from your wages.

(f) You may also face disciplinary action in accordance with the company’s disciplinary policy.

[bookmark: _Hlk64897165][bookmark: _Toc228960817]9.3 Closed Circuit Television (CCTV)

(a) Closed Circuit Television (CCTV) may be in operation throughout the company premises and on client sites. The purpose of such CCTV is to protect the health and safety of employees, as well as the protection of employees and security of company property.

(b) The company may use CCTV footage as part of its investigations into incidents at work. CCTV footage may be used as evidence in disciplinary proceedings and legal proceedings.

[bookmark: _Toc228960818]9.4 Right of Search

(a) We have the right to carry out searches of employees and their property while they are on company premises or client sites. Such property may include an employee’s work area, bag, parcel, vehicle, and locker. This list is not exhaustive.

(b) Where a search is required, you have the right to have a fellow employee present while the search is taking place.

(c) Any goods that are not the property of the employee, must not be removed from site without the written permission of management.

[bookmark: _Toc228960819]9.5 Telephone Calls

(a) The use of mobile phones during working hours is prohibited and will only be permitted with prior permission from management. 

(b) Only company authorised mobile phones may be used on the company premises.

[bookmark: _Toc228960820]9.6 Use of Non-Work-Related Equipment

(a) During working time, the use of any personal non-work-related equipment is prohibited. Such items include but are not limited to:

· Audio equipment
· Headphones
· Gaming and other entertainment devices
· Mobile phones
· Tablet devices
· Reading material
· Cameras
· Recorders

(b) The use of any equipment to photograph, video or record company property or personnel will be considered serious misconduct which can give rise to disciplinary action up to and including dismissal. 

[bookmark: _Toc228960821]9.7 Confidentiality

(a) Any information that has been acquired by you in the course of your employment relating to our business, clients or any other party to whom we have relations with shall be kept confidential. 

(b) You shall keep all company confidential information in your possession safe and secure.

(c) You shall return any company confidential information to the company that you may have in your possession upon termination of employment. 

[bookmark: _Toc228960822]9.8 Conflict of Interests

(a) During your employment with this company, you shall not engage in any other business, activity or investment which is in any way in competition with the business carried out by the company. 

(b) You shall not engage with any other company, in a personal capacity, who acts as a supplier or client of this company, except in representing this company in accordance with your role.

[bookmark: _Toc228960823]9.9 Restrictions on Outside Interests

(a) You must inform your manager of any additional employment or business activities in which you are engaged upon commencement of employment. You must also provide the details of the time that you spend engaged in such employment/activity. This is for the purpose of compliance with the Organisation of Working Time Act 1997 and the Safety Health and Welfare at Work Act 2005.

(b) If during your employment you consider engaging in other employment or business activities, it is a requirement that you inform your manager. If that work or activity is considered to be a conflict of interest, you will not be permitted to engage in such work/activity while you are employed by this company.

(c) Failure to comply with this policy will be taken very seriously and will result in disciplinary action up to and including dismissal.

[bookmark: _Toc228960824]9.10 Gifts

Employees shall not accept gifts which relate to their employment. If an employee is offered a gift, they should notify their manager for consideration. Breach of this policy may give rise to disciplinary action up to and including dismissal.

[bookmark: _Toc228960825]9.11 New Technology & Work Practices

(a) The company continually introduces new work practices and technology with the modernisation of the industry. You are required to accept any new technology and co-operate with new work practices. 

(b) You are required to cooperate with any training provided on such new technology or work practices.

(c) If there is a requirement by law or by a collective agreement that training must be provided to you to carry out the work for which you are employed, such training will be provided to you free of cost. This training will count as working time and where possible, take place during working hours.

[bookmark: _Toc228960826]9.12 Company Tools

(a) Throughout your employment, you may be provided with tools necessary to carry out your duties. It is important that you keep these tools in a safe and secure location. You must notify your line manager immediately if any tools issued to you throughout your employment are missing. 

(b) The company may deduct any reasonable cost of replacement of tools which have been lost, misplaced or damaged due to carelessness by the employee from their wages.

[bookmark: _Toc228960827]9.13 Waste

(a) The company operates a policy of minimum waste for the efficient running of the company. 

(b) All employees should make a conscious effort to eliminate waste. Employees should ensure to take care to conserve time and energy and avoid excessive use of amenities.

[bookmark: _Toc228960828]9.14 Work Related Events

(a) While attending any social work-related event, employees must conduct themselves in an orderly and respectful manner. 

(b) While attending a work-related event you are representing the company and the company’s rules and procedures apply in relation to behaviour at such events.

[bookmark: _Toc228960829]9.15 Working Abroad
If there is a requirement for you to work abroad, we will advise you in writing of the below: 
· The country or countries that the work is to be performed.
· The duration of the posting.
· Pay and benefits in accordance with the law of the host EU Member State and currency of pay.
· The terms and conditions governing the employee's repatriation as well as travel, board, and lodging expenses; and
· The link to the official national website developed by the host EU Member State relating to the posting of workers. 

[bookmark: _Toc228960830]9.16 Right to Request More Predictable & Secure Work
If you have been in the continuous service of the Company for more than six months and you have completed your probationary period, you may request a form of employment with more predictable and with more secure working conditions where available. The Company will then issue a reasoned written reply within one month as to why this may or may not be acceptable. 








[bookmark: _Toc228960831]10. Termination of Employment

[bookmark: _Toc228960832]10.1 Resignation

Employees must submit a letter of resignation before final pay can be processed. 

[bookmark: _Toc228960833]10.2 Dismissal

In accordance with the Unfair Dismissal Acts 1977 – 2005, your employment may be terminated by the company by reason of conduct, capability, redundancy, statutory restriction, or some other substantial grounds to justify the dismissal.

[bookmark: _Toc228960834]10.3 Notice

(a) In accordance with the Minimum Notice and Terms of Employment Acts 1973 - 2005, if your employment is terminated by your employer, you will be entitled to the following minimum notice:

	Length of Service
	Minimum Notice

	13 weeks to 2 years
	1 week

	2 years to 5 years
	2 weeks

	5 years to 10 years
	4 weeks

	10 years to 15 years
	6 weeks

	15 years or more
	8 weeks




(b) Under the same legislation, where you wish to terminate the employment relationship, you are required to give a minimum of one week’s notice. You may be required to give more notice if specified in your Statement of Main Terms of Employment.

(c) If you terminate your employment without giving or working the required period of notice as indicated in your individual contract of employment, you will have an amount equal to any additional cost of covering your duties during the notice period not worth deducted from any termination pay due to you. 

(d) Your notice entitlements are outlined in your Statement of Main Terms of Employment.

(e) If your employment is terminated due to gross misconduct, you will not be entitled to notice.

[bookmark: _Toc228960835]10.4 Retirement

The normal retirement age is 65. It is company policy that employees retire on their 65th birthday. In certain circumstances consideration may be given to fresh employment being offered to you after retirement. Such offers will be totally at the discretion of your line manager and will be on a fixed term basis. 

[bookmark: _Toc228960836]10.5 Redundancy

(a) In the event of dismissals due to redundancy on any particular site, it is the prerogative of the employer to make a decision in any particular case.  

(b) Where employees are made redundant, the prime consideration will be to protect the employment of as many people as possible, consistent with maintaining a fully efficient operation.

(c) The selection criteria for redundancy are on a site-by-site basis, all things being equal, relative to skill, experience and disciplinary record, the principle of seniority will apply.

(d) Employees may be entitled to redundancy payment if they have over 104 weeks of consecutive service. Redundancy Payments will be made in line with the statutory provisions set out in the Redundancy Payments Acts 1967-2003.

[bookmark: _Toc228960837]10.6 Return of Company Property

(a) Employees are required to return all company property in their possession on their last day of employment. Failure to return company property will result in the cost of the items to be deducted from your final pay.
(b) Company property may include documentation, tools, company vehicle, mobile phone, laptop, and uniform. This list is not exhaustive.
10.7 Exit Interview

If you resign from the company, you may be asked to attend an exit interview. 

[bookmark: _Toc228960838]10.8 Garden Leave

(a) In the event of termination of employment, you may be required to take garden leave for the remainder of your employment. 

(b) If you are requested to take garden leave you must not attend the company premises or sites unless otherwise requested.

(c) You must not make contact with any client or supplier associated with the company. 

(d) You must return all company property.

(e) You will still be an employee of the company during garden leave and, therefore, you must be available when required.

[bookmark: _Toc228960839]10.9 Annual leave / Cesser Pay

Where your employment has terminated, any outstanding holiday pay will be paid in accordance with cesser pay. Any overpayment of holidays will be deducted from your final wages.
















[bookmark: _Toc228960840]11. Communications Policy

[bookmark: _Toc228960841]11.1 Company Communication/Information

Management will often publish information regarding events, news, operational information, safety information, items of interest and general information and display it on notice boards. You are expected to pay attention to such notices.

[bookmark: _Toc228960842]11.2 Privacy

(a) Intellectual property rights in documents generated on company systems and documents sent by email, internet, fax, scanners belong to the company regardless of the author. Such documents will be monitored and therefore, you should not have any expectations in relation to privacy regarding internet, email or stored information on the company’s systems.

(b) You will be provided with information relating to the company in accordance with your role. You are expected to treat such information as confidential. 

(c) If you have access to a company computer, you will be responsible for changing your computer login password regularly. Employees should not disclose their computer login passwords to anyone else.

[bookmark: _Toc228960843]11.3 Email

(a) Emails should be used for communication regarding matters directly concerned with the business of the company. Employees are not permitted to use the company email system for personal use.

(b) The internet cannot guarantee security of messages and there are many risks in sending emails. For example, the email could go to the wrong person, or a virus could spread through an email. 

(c) Employees should take care when drafting an email message, as incorrect, improper or inappropriate statements can cause offence and/or give rise to claims for discrimination, harassment, or defamation.

(d) Workers should exercise caution when opening emails from unknown sources or where the email looks suspicious as it could contain a virus. If you suspect a virus is received the IT Department should be informed immediately. 

(e) If you receive any inappropriate messages via email or by any other means, inform your line manager as soon as possible.

(f) Unauthorised or inappropriate use of the Company’s email system may result in disciplinary action, up to and including dismissal.

(g) The following are examples of inappropriate use of the email system:
· Using inappropriate language.
· Downloading inappropriate material.
· Downloading software for personal use.
· Sending emails which may be damaging to the company.
· Engaging in activity that may be considered to be a conflict of interest with the Company.
· Accessing another person’s email account.
· Circulating chain letter or joke mail.
· Using email to harass, bully or intimidate another person. 
· Using email to access pornography.
· Accepting, opening or sending an email that you know might be harmful.
· Sending company confidential information to your personal email.
· Transmitting copyright information.
· Transmitting confidential information about other employees, the company or its customers or suppliers.
· Personal use that interferes with work.

This is not an exhaustive list.
[bookmark: _Toc228960844]11.4 Internet 

(a) Some staff may be authorised to use the internet as part of the performance of their duties. Access to the internet is limited to matters which are relevant to the employee’s work.

(b) Only software that has been approved by the IT Department may be used to access the internet.

(c) Copyright and Intellectual property rights of the Company and third parties must be complied with at all times.

(d) Employees must not download or install any software without authorisation from their manager or line manager.

(e) Access to the internet through the company’s computer system must never be for personal gain, false identification, downloading messages that will cause disrepute to the company’s name, to promote unauthorised activity, illegal activity or activity which could be deemed to be a conflict of interest with the company.

(f) Unauthorised or inappropriate use of the internet on the company’s computer systems or relating to the company in any way, may amount to disciplinary action, up to and including dismissal.

[bookmark: _Toc228960845]11.5 Social Networking

The use of social media can present risks to the company’s confidential and proprietary information and the company’s reputation.  Therefore, the Company has outlined restrictions on the use of social networking.

(a) Employees are prohibited from accessing social networking websites from a company computer during working hours without expressed authorisation from management.

(b) Any work-related matter or information that could identify an individual as an employee, a supplier or a client of the company, which could negatively affect the company, a supplier or a client is prohibited from being posted on a social networking site at any time. 

(c) Employees using social media for personal use, outside of working hours, should ensure that they register using their own person email address and not a company email address,

(d) Employees should never post the following on a social networking site:
· An opinion that could be construed as an opinion of the company.
· Any information that could reflect negatively on the company, its suppliers or clients or damage the relationship between them.
· Pictures of yourself or colleagues on the company premises without expressed permission from management.
· Any pictures of colleagues outside of company premises without their permission.
· Use the company’s logos, brand names, slogans without the expressed permission of management.
· Infringe company copyright or intellectual property rights.

(e) It may be a requirement of your role that you must use social networking sites to promote or develop the business. If this is the case, you will be given expressed permission to access such sites by management. Any work or material that you create during the course of your employment will be the property of the company. 

(f) Breaches of the social media policy may lead to disciplinary action up to and including dismissal.

(g) This policy is not exhaustive and may be amended at any time.

The communications, internet, email and social networking policies apply to the use of company mobile phones and internet/email access through company mobile phones or devices.

[bookmark: _Toc228960846]11.6 Security

(a) Employees should never delete or modify existing programs, systems, files, documents or data that could cause harm to the business.

(b) No device should be connected to the company computer system without the prior approval of the IT department. This includes any USB, telephone, or any other device.

(c) Employees should never attempt to get access to any password protected information or information marked confidential that is not intended to be viewed by them.

(d) The company may remove any documents, files, or data from its information system at any time. This will usually be where the company determines such information as offensive or potentially illegal.

[bookmark: _Toc228960847]11.7 Statements to Media

(a) Employees are not permitted to make statements to newspapers, radio, television, etc. in relation to the business of the company, suppliers or clients unless given expressed permission to do so by management.

(b) Any request for press or media comment, information or photographs in relation to the business of the company, suppliers or clients, must be authorised by management. You are expected to practice confidentiality and protect the reputation of the company. 


[bookmark: _Toc228960848]12. Disciplinary Procedures 

[bookmark: _Toc228960849]12.1 Aim and Purpose

(a) The purpose of the disciplinary policy and procedure is to set out standards of conduct that are expected of employees. This policy should create a framework to guide managers, promote fairness and best practice and to implement regulations to promote and encourage appropriate behaviour that is acceptable to the company.

(b) The disciplinary procedure should normally be invoked in cases of misconduct, inappropriate behaviour, persistent absenteeism, breaches of rules and procedures, bullying, harassment or any other appropriate reason. 

[bookmark: _Toc228960850]12.2 Consistency and Fairness

Any disciplinary matter should be dealt with consistently, fairly and reasonably where facts are established, and employees are given the opportunity to state their case. 

[bookmark: _Toc228960851]12.3 Confidentiality

The company will use confidentiality and sensitivity while dealing with such disciplinary matters at all stages of the disciplinary process. All employees are also expected to treat any information in connection with an investigation or disciplinary hearing confidential.


[bookmark: _Toc228960852]12.4 Time frame

The company will aim to conduct any action taken under the disciplinary process as quickly as possible.
[bookmark: _Toc228960853]12.5 Right of Representation

An employee has the right to be accompanied by a fellow employee or a trade union representative to a formal disciplinary hearing and a formal appeal hearing. The employee must inform the disciplinary/appeals officer as to whom the employee has chosen to be accompanied by as soon as possible. If that representative is not considered appropriate, the employee will not be permitted to have that particular person as a representative. 
 
[bookmark: _Toc228960854]12.6 The Disciplinary Process

(a) Informal Reprimand
In cases of minor misconduct, a line manager may have an informal discussion with the employee in order to highlight the problem and to discuss a solution. A note of such discussion will be kept on file in order to show that the employee has been given the opportunity to improve. Such an informal discussion will not be active and is not to be interpreted as a formal warning.

(b) Suspension
Depending on the circumstances, it may be necessary to place an employee on suspension from duty in order to ensure that an appropriate investigation can take place. Suspension from duty pending investigation should not be regarded as a penalty. While on suspension, employees will not be permitted to attend the company premises, contact the company’s staff, contractors, clients, customers, or suppliers without the authorisation from management. In such circumstances, employees will also be prohibited from contacting any potential witnesses regarding the matter in question. 
(c) Investigation
Depending on the circumstances, investigations into an allegation may need to be carried out. An investigation meeting may be necessary in order to clarify or establish the facts of a particular incident or incidents.
Investigations will usually be conducted by a member of management. However, it may be more appropriate to have an agreed external third party to conduct the investigations in certain circumstances. The Company retains the right to utilise a third party if they deem it necessary. 
The amount of investigation required may depend on the nature of the allegation(s) or incident. However, the investigator will usually meet with the person involved and any relevant witnesses or relevant person.
The investigation stage is informal, and an employee does not normally have the right to representation. However, an employee may be permitted to be accompanied if it helps with a disability, language barrier, or other exceptional circumstances.
The facts established at investigation stage may be used to identify whether or not a formal disciplinary hearing should take place. 

 (d) Disciplinary Hearing
An employee who is required to attend a disciplinary hearing will usually be given at least 24 hours’ notice of the hearing in writing and the employee will be furnished with copies of any relevant documents that will be used at the disciplinary hearing.
The disciplinary hearing will be chaired by the decision maker who will normally be referred to as the disciplinary officer. The disciplinary officer will normally be in a management position in the company. At the hearing the disciplinary officer will be accompanied by a minute taker.

At the disciplinary hearing, the employee will be given the opportunity to respond in full to the allegations against them.   
If an employee or representative cannot attend the arranged hearing, the employee should inform the disciplinary officer immediately so that the disciplinary hearing can be rescheduled. 
An employee must make every effort to attend an arranged hearing. If an employee fails to attend without a valid reason, failure to attend may be treated as misconduct in itself.
Where an employee is persistently unable to attend scheduled disciplinary hearings, the disciplinary hearing may be heard in the employee’s absence, and a decision will be made based on the evidence available. In such circumstances, an employee will have the opportunity to make a written submission to be considered.
After a disciplinary hearing, an employee will be issued with an outcome letter. The result of a disciplinary hearing can be no action, an informal warning, a formal verbal warning, a written warning, a final written warning, suspension without pay, demotion or dismissal. 
If a penalty is imposed as an outcome, the letter will outline an explanation of why that penalty was issued. If a formal warning is imposed the letter will specify how long it will remain active on an employee’s file.
	






(e) Disciplinary Sanctions
If disciplinary sanctions are issued for misconduct, they will normally be done progressively as below:

	
1st Offence
	
2nd Offence
	
3rd Offence

	
4th Offence

	Formal Verbal Warning
	First Written Warning
	Final Written Warning
	Dismissal or Demotion



However, there may be instances where more serious action is warranted at an earlier stage and matters of gross misconduct will warrant summary dismissal. The company reserves the right to exercise discretion in relation to bypassing any step in the disciplinary process if appropriate. The severity of the misconduct and the warranted sanction will be taken into consideration in making such a decision. 
Demotion to a lower position within the company may be considered as an alternative to dismissal if appropriate. However, demotion will never apply to cases of gross misconduct.
Other appropriate disciplinary action may include suspension without pay, transfer to another task or department, or some other appropriate disciplinary action short of dismissal.
The company will exercise discretion in relation to the disciplinary procedures and take into account and employee’s length of service to vary the procedures accordingly. If an employee has a short length of service, then they may not be given any warnings before dismissal. 

[bookmark: _Hlk125360586]Any disciplinary sanction imposed on you as a result of the Company’s disciplinary procedure will be effective from the date on which it is given to you. 

(f) Record of Warnings
The normal duration of each active warning will be as follows:
· A verbal warning - 6 months. 
· A written warning - 12 months.
· A final written warning - 12 months.
The duration of a formal warning will take effect from the date that the letter is issued to the employee, and the formal warning will be disregarded after its expiry. 

(i) Gross Misconduct
Certain types of conduct will be regarded as so serious as to warrant summary dismissal even where an employee does not have any active formal warnings on file. Where an employee is dismissed for gross misconduct, they will not be entitled to any notice. 
Examples of gross misconduct:
· Theft, irrespective of value.
· Fraudulent or deceptive behaviour.
· Falsifying records in relation to yourself, another employee, contractor or client.
· Abuse of the clock in/out system.
· Reporting to work whilst intoxicated.
· Consumption or possession of drugs or alcohol while on the company premises or client site.
· Dangerous or threatening dangerous behaviour.
· Fighting or physical assault/violence.
· Deliberate acts of discrimination, harassment or sexual harassment.
· Deliberately bringing a complaint against a fellow employee that you know to be false.
· Deliberate damage to company property or to a client’s property.
· Serious breach of health and safety rules that could endanger lives.
· Smoking in breach of company policy
· Working in competition with the company. 
· Failure to follow a reasonable management instruction.
· Driving/using a company vehicle while intoxicated.
· Dangerous driving.
· Failure to report any driving conviction or summons which may lead to conviction.
· Use of company vehicles without prior authorisation; and
· Loss of license where driving forms a significant part of the employee’s role. 
This is not an exhaustive list.
12.7 The Appeals Procedure
(a) The disciplinary rules and procedures incorporate the right to lodge an appeal in respect of any disciplinary action taken. An employee wishing to exercise their right of appeal should apply in writing to the nominated appeals person within 7 days of being in receipt of the outcome. 
(b) An appeal against a sanction should outline why they felt that the sanction imposed was either too severe or unfair in the circumstances. 
(c) The appeal officer appointed will normally be someone who has not been connected to the disciplinary process to date. 
(d) The appeals process will normally take the form of either a review of the original decision with potential for further investigations or a complete rehearing depending on the grounds for appeal.
(e) The decision of the appeal officer will be final.




[bookmark: _Toc228960855]13. Capability

13.1 Capability and Performance
Where there are concerns with an employee’s work performance due to competence, this is the procedure that will be followed.
13.2 Capability Procedure
(a) Every effort will be made to ensure that you understand the nature of your role and the level of performance that is required from you. 
(b) You will receive necessary training, and the nature and extent of this training will depend on your role. If you feel that you require further training, it is important that you bring this to the attention of your line manager.
(c) If there are concerns with your work performance, this will be discussed with you at an informal meeting, and you will be given the opportunity to improve.
(d) If your standard of performance does not improve, you will be invited to a formal meeting, the outcome of which may be a formal verbal warning. You will be given clear goals and a reasonable time frame to improve.
(e) Subsequently, your performance will be evaluated and if it is not to the required standard it may lead to a written warning following a formal meeting. Again, you will be given clear goals and a reasonable time frame to improve.
(f) If there is still no improvement, you may be issued with a final written warning that a continued failure to achieve the required standard will lead to your dismissal. 
(g) If after a reasonable time frame following a final written warning, you fail to maintain an adequate work performance you will be dismissed.




13.3 Personal Circumstances
If there are any personal circumstances that may be affecting your work performance, it is important that you inform your line manager at the earliest opportunity. 


















[bookmark: _Toc228960856]14. Grievance Procedure

[bookmark: _Toc228960857]14.1 Aim and Purpose
The grievance procedure should be utilised where a worker has a real cause for complaint, such as unfair treatment. The aim of this procedure is to resolve such matters in a timely and satisfactory manner. 

[bookmark: _Toc228960858]14.2 Informal Stage
(a) The grievance procedure is best served informally at a local level. Therefore, at first instance, employees are encouraged to contact their immediate superior or manager in order in an attempt to resolve issues informally.   
(b) If you have a grievance that relates directly to your line manager, it may be appropriate for you to bring the matter to their attention as it may resolve the matter. However, if you do not wish to raise the matter directly with your line manager, then you should raise the matter with another manager.
(c) You should engage in proactive discussions with your line manager, to whom the matter has been raised with, with the aim of establishing how to reasonably resolve the matter. 
(d) If the grievance has not been resolved within a reasonable period of time or the informal stage is not proving to be effective, you may wish to refer the matter to the formal stage of the grievance procedure.




[bookmark: _Toc228960859]14.3 Formal Stage
(a) If you are dissatisfied with the outcome of the informal stage or you wish to bypass the informal stage, the formal grievance procedure can be invoked.
 
(b) The employee should put their complaint in writing to their line manager or an appropriate manager outlining the details of their complaint and their wish to have the matter addressed through the formal grievance process. 
(c) Where it is appropriate to address the matter through the Grievance procedure. Investigations into the complaint will be conducted by a Grievance Officer. The Grievance Officer may schedule a meeting with you and any other employees they deem necessary in order to investigate the complaint. 
(d) You have the right to be accompanied by a fellow employee or trade union representative at this formal grievance meeting. 
(c) The Grievance Officer will provide you with a written response detailing his/her findings and any action that they recommend.

[bookmark: _Toc228960860]14.4 Formal Grievance Appeal
(a) If you are not satisfied with the written response from the Grievance Officer, you may appeal the outcome within 5 working days.
(b) The employee should write to the nominated Appeals Officer outlining why they were not satisfied with the written response of the Grievance Officer.
(c) Where necessary the Appeals Officer may wish to meet with the employee or any other employees, they deem necessary to investigate the appeal. 
(d) You have the right to be accompanied by a fellow employee or trade union representative at a formal grievance appeal meeting.

(e) The Appeals Officer will provide you with a final written response of his/her findings and any action that they recommend. 




















[bookmark: _Toc228960861]15. Dignity at Work Charter

This policy should be read in conjunction with the Anti-Bullying Policy and the Anti-Harassment/Anti-Sexual Harassment Policy. 
(a) We commit ourselves to working together to maintain a workplace environment that encourages and supports the right to dignity at work. All who work here are expected to respect the right of each individual to dignity in their working life. All will be treated equally and respected for their individuality and diversity. Inappropriate or disrespectful behaviour, bullying, harassment or sexual harassment is not accepted and will not be tolerated. 
(b) This policy is applicable to all employees regardless of length of service. It also applies to non-employees such as contractors, agency workers and service providers, both inside and outside the work environment.
(c) All workers and managers are required to have respect for others’ individuality and diversity in the workplace and have an obligation to be aware of the effects of their own behaviour on others.
(d) Any instances of inappropriate or disrespectful behaviour, bullying, harassment or sexual harassment will be dealt with as effectively and efficiently as possible. In cases where such behaviour is proved to be repeated and consistent causing stress and/or anxiety, this type of behaviour may be treated as gross misconduct in line with the company disciplinary procedure. 
(e) Allegations of inappropriate or disrespectful behaviour may not be considered bullying or harassment in line with the Anti-Bullying Policy or the Anti-Harassment policy. However, such alleged behaviour may warrant an investigation and if upheld, disciplinary action up to and including dismissal may follow.



[bookmark: _Hlk62050970][bookmark: _Toc228960862]16. Anti-Bullying Policy

[bookmark: _Toc228960863]16.1 Purpose
The purpose of this policy is to identify what constitutes bullying and to highlight what the company procedures are in relation to bullying.

[bookmark: _Toc228960864]16.2 Scope
This policy is applicable to all employees regardless of length of service. It also applies to non-employees such as contractors, agency workers and service providers, both inside and outside the work environment.

[bookmark: _Toc228960865]16.3 What is Bullying?
(a) The Code of Practice for Employers and Employees on the Prevention and Resolution of Bullying at Work defines Bullying as follows:
“Workplace Bullying is 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 be reasonably regarded as undermining the individual’s right to dignity at work. An isolated incident of the behaviour described in this definition may be an affront to dignity at work, but, as a once off incident, is not considered to be bullying.”
(b) The following are examples of behaviour that could be considered as bullying and are prohibited by the company:
· Exclusions with negative consequences
· Verbal Abuse/insults
· Being treated less favourably than colleagues in similar roles
· Belittling a person’s opinion
· Disseminating malicious rumours, gossip or innuendo
· Socially excluding or isolating a person within the work sphere
· Intrusion – pestering, spying or stalking
· Intimidation/aggressive interactions
· Excessive monitoring of work
· Withholding information necessary for proper performance of a person’s job
· Repeatedly manipulating a person’s job content and targets
· Blaming a person for things beyond their control
· Use of aggressive and obscene language
· Other menacing behaviour
 
Bullying can be non-verbal and can include inappropriate looks, gestures, exclusion, whistling, isolating, spying or stalking.
Bullying can include physical abuse such as intently hitting, pushing, shoving, bodily contact that is abusive in nature, damaging a colleague’s personal belongings.
This list is not exhaustive and should be used as a guideline.
(c) Bullying does not include:
· Expressing differences of opinion strongly
· Offering constructive feedback, guidance, or advice about work-related behaviour which is not of itself welcome
· Ordinary performance management
· Reasonable corrective action taken by an employer or line manager relating to the management and direction of employees (for example managing a worker’s performance, taking reasonable disciplinary actions, or assessing work)
· Workplace conflict where people disagree or disregard the other’s point of view.
This list is not exhaustive
(d) This policy is applicable to all employees, whether directly employed or contracted, both inside and outside the work environment.

(e) The company will not tolerate bullying. If bullying has been established, then the matter will be dealt with under the disciplinary procedures up to and including dismissal.

[bookmark: _Toc228960866]16.4 Informal Procedure
[bookmark: _Hlk64888206](a) A prompt and informal approach can often offer a speedy and effective way of addressing allegations of bullying. Such an approach may effectively address the unwanted behaviour without recourse to any other action. Sometimes the person who is alleged to be engaging in the behaviour is genuinely unaware that the behaviour being complained of is disrespectful or unwelcome or undermining and/or causing distress.
The recommended steps in the initial informal process are:
1. [bookmark: _Hlk64888281]The unacceptable behaviour/acts should be raised by the person who feels bullied with the person involved but only if they feel comfortable in doing so. This should be done quickly and calmly, focusing on the facts regarding acts done and their consequences. 
2. If preferable, the individual who feels bullied should put their concerns in writing, again focusing on the offending acts and their effects on them. 
3. Where an employee perceives that the concerns relate to an immediate manager, the employee may wish to discuss the matter informally with their manager’s manager or a person at the next level of management. 
4. The employee may wish to avail of the support of Human Resources or a Contact Person, where applicable, for guidance and to get a copy of the Anti-Bullying Policy. 
5. The focus of this process is to seek to resolve the matter informally by agreement without recourse to any other step. An informal discussion is often sufficient to alert the person concerned to the effects of the behaviour alleged and can lead to a greater understanding and an agreement that the behaviour will stop. It can also lead to an explanation of the original intention of the behaviour and/or an agreement to modify the behaviour. On the other hand, it may be that the behaviour is valid and reasonable and the reaction of the offended party is at odds with the generally accepted understanding of the behaviour. 

[bookmark: _Hlk64888304]In a scenario where internal resources are limited, or if the complaint made is against a senior person within the organisation, it may be necessary to use the expertise of an independent professional body to access mediation or conciliation or some other form of resolution. 
16.4.2 Secondary Informal Process
[bookmark: _Hlk64888454](a) If the initial informal process is unsuccessful or if the complainant or the organisation deems it inappropriate for the seriousness of the issues, this more protracted, yet still informal process should then be initiated.
(b) The recommended steps in the secondary informal process are:

1. The organisation will appoint someone to hear the complainant’s allegations. They may be a line manager or someone in authority within the organisation, or an external person where appropriate. 
2. The complaint may be verbal or written. If verbal, the nominated person will prepare a written note of what complained of and a copy given to the complainant to confirm. 
3. If the complaint concerns alleged bullying as defined, the person complained against should be presented with the complaint and their response established. 
4. 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. 
5. If the behaviour complained of does not concern alleged bullying as defined, an alternative approach should be put in place and a rationale recorded. If there are no concrete examples given, it must be deemed that there is no complaint to be answered by the person complained of as they have no recourse to repudiating an accusation that does not give any specifics. 
6. Where bullying has been partly or fully identified, steps to stop the bullying behaviour should be agreed and implemented with both parties. This may involve a direct or indirect approach and possible resolution through a programme to change behaviour. It may also involve mediation by an agreed mediator who is practised in dealing with alleged bullying at work. 
7. During any mediation or on-going monitoring process, it may be necessary to consider if other working arrangements are required or feasible during this short-term phase. A proposal should be made, considered, and an action and time frame established, signed and dated, preferably by both parties. 
8. The nominated person who was responsible for managing the complaint should keep a nominal record of all stages, and they should be kept in accordance with relevant Data Protection Legislation (section 2 (1) governing Retention). 
9. Information disclosed in the course of mediation must remain within the mediation process and must not be given by the mediator to anyone or to an investigator if there is a subsequent formal investigation.
10. Confidentiality is crucial for this stage to be effective and breaches of confidentiality, may be addressed in line with the disciplinary procedures. 

(c) In order to obtain closure after finding resolution through the informal process, both parties will be offered support in order to allow them to continue working to the best of their ability. Where a complaint has been assessed as vexatious, the matter will be progressed through other relevant procedures as deemed appropriate. In many situations, where resolution has been found, and with the co-operation of all parties, the matter can rest here. 

[bookmark: _Toc228960867]16.5 Formal Procedure
[bookmark: _Hlk64888806](a) Where an employee wishes to proceed with the Formal Procedure, they must put their complaint in writing. The formal complaint should be signed and dated, outlining the details of their complaint and the detail of any witnesses. It should be issued to Human Resources or a member of management.
(b) The alleged perpetrator will be informed that a formal complaint has been raised against them, and they will be given a copy of the formal complaint in order to have the opportunity to fully respond to the complaint.
(c) Human Resources or a designated member of management will explore the appropriate action to be taken in light of the circumstances. If not already utilised, they may explore the possibility of mediation or a clear the air meeting as an attempt to resolve the meeting informally. Alternatively, they may advise on the matter going to formal investigation in order to examine the facts of the complaint.
(d) An investigation officer will be appointed to thoroughly investigate the matter as governed by terms of reference. The investigation officer will be someone from Human Resources, a member of management, or where necessary an appropriate external third party.
(e) The aim of the investigation is to thoroughly establish the facts and credibility of the complaint.
(f) The formal investigation will be treated sensitively and confidentially. The investigation officer will conduct their investigations as quickly as possible in the circumstances. 
(g) Written statements from all parties, including witnesses, will be gathered as it makes matters clearer from the outset. Those who make written statements will be entitled to a copy of their written statement. Copies should be provided to the complainant and the person complained of.
(h) The investigation officer will have a formal meeting with the complainant to explain the investigative process and to gather any further detail required. The employee will be entitled to be represented by a fellow employee, trade union representative or trade union official.
(i) The investigation officer will then have a formal meeting with the alleged perpetrator in order to investigate the details of the complaint. They will also be entitled to be represented by a fellow employee, trade union representative or trade union official.
(j) The investigation officer will meet with any witnesses involved in the complaint. A copy of any witness statements / minutes from witness meetings will be provided to both parties.
(k) The investigation officer will draft an outcome report based on the facts before them as to whether the behaviour complained of May, on the balance of probabilities, have occurred. The report will be issued to the complainant and the alleged perpetrator.
(l) When all the facts have been collected, the alleged perpetrator may face disciplinary action in line with the company’s disciplinary procedures. Equally, if the investigator finds facts which evidence a vexatious complaint, this may also be dealt with through the disciplinary procedure.
(m) The complainant will be formally informed of whether the complaint was upheld, partially upheld or not upheld, however any further action under the disciplinary procedure is to be kept confidential.
(n) The company reserves the right to re-locate the complainant or alleged perpetrator, where it is necessary for the effective running for the department. In certain cases, the company may offer counselling to the employee alleged of bullying.
[bookmark: _Toc228960868]16.6 Appeals
[bookmark: _Hlk64889098][bookmark: _Hlk64889117]The complainant and the alleged bully have the right to appeal the outcome of the investigation officer. The party appealing should put their grounds for appeal in writing within 5 working days and issue it to Human Resources or the designated Appeals Officer. The Appeals Officer will consider the grounds for appeal, conduct any further necessary investigations, and produce an outcome of their findings.
[bookmark: _Hlk64889125]An appropriate external third party may be appointed to conduct the appeal if it is necessary in the circumstances.
[bookmark: _Toc228960869]16.7 Victimisation
Any victimisation of, or retaliation against, a complainant or an employee who gives evidence regarding harassment or sexual harassment will be subject to disciplinary action, up to and including dismissal.
[bookmark: _Toc228960870]16.8 Malicious Complaints
[bookmark: _Hlk64889230]In cases where it is discovered that malicious complaints have been made, these will be treated seriously and may result in disciplinary action. In this regard it should be noted that where a complaint is not upheld, this does not necessarily indicate that the complaint was malicious.
[bookmark: _Toc228960871]16.9 Review
The company will monitor the workplace to ensure that there is no inappropriate follow up action or future incidents.  Furthermore, the company is committed to review the Anti-Bullying Policy regularly in line with changes in the law, relevant case law, best practice or other developments.

















[bookmark: _Toc228960872]17. Anti-Harassment/Anti-Sexual Harassment Policy

[bookmark: _Toc228960873]17.1 Purpose
The purpose of this policy is to identify what constitutes harassment and sexual harassment and to highlight what the company procedures are in relation to such behaviour.
[bookmark: _Toc228960874]17.2 Scope
This policy is applicable to all employees regardless of length of service. It also applies to non-employees such as contractors, agency workers and service providers, both inside and outside the work environment
[bookmark: _Toc228960875]17.3 What is Harassment?
(a) Harassment is any unwanted act or conduct including spoken words, gestures or the production, display or circulation of written words, pictures or other material if the action or conduct is unwelcome to the employee and could reasonably be regarded as offensive, humiliating or intimidating and that such behaviour is related to an employee’s age, race, gender, sexual orientation, religious belief, civil status, family status, disability or membership of the travelling community. 
(b) Harassment can extend to situations where the employee does not have the relevant characteristic, but the perpetrator believes that he/she has that characteristic.
(c) Examples of Harassment:
· Verbal harassment - jokes, comments, ridicule or songs
· Written harassment - including text messages, emails or notices
· Physical harassment - jostling, shoving or any form of assault
· Intimidatory harassment - gestures, posturing or threatening poses
· Visual displays such as posters, emblems or badges
· Isolation or exclusion from social activities
· Pressure to behave in a manner that the employee thinks is inappropriate, for example being required to dress in a manner unsuited to a person’s ethnic or religious background.
This list is not exhaustive.

[bookmark: _Toc228960876]17.4 What is Sexual Harassment?
(a) Sexual harassment is defined as any act of physical intimacy, request for sexual favours, and/or other act or conduct including spoken words, gestures or the production, display or circulation of written words, pictures or other material that is unwelcome and could be reasonably be regarded as sexually offensive, humiliating or intimidating. A single incident may constitute sexual harassment.
[bookmark: _Toc228960877](b) The following are examples of activities that may constitute sexual harassment. 
· [bookmark: _Hlk64888119]Verbal conduct of a sexual nature – this includes sexual advances, propositions or pressure for sexual activity, continuing suggestions for social activity outside the workplace after it has been made clear that such suggestions are unwelcome, unwanted or offensive flirtations, suggestive remarks, innuendos or lewd comments.
· Non-verbal conduct of a sexual nature – this may include the display of pornographic or sexually suggestive pictures, objects, written materials, emails or text messages. It may also include leering, whistling or making sexually suggestive gestures.
· Physical contact sexual nature – this may include unwanted physical contact such as unnecessary touching, groping, patting or pinching or brushing against another employee’s body, assault and coercive sexual intercourse. 
· Sex-based conduct - This would include conduct that denigrates or ridicules or is intimidatory or physically abusive of an employee because of his or her sex such as derogatory or degrading abuse or insults which are gender-related.
This list is not exhaustive.

[bookmark: _Toc228960878]17.5 Intention
(a) The intention of the perpetrator of the harassment or sexual harassment is irrelevant.  The fact that the perpetrator has no intention of sexually harassing or harassing the employee is no defence. It is the effect of the behaviour on the employee is what is important. This policy covers all employees, as well as anyone invited on to the premises.
(b) It is up to each employee to decide what behaviour is unwelcome, irrespective of the attitude of others to the matter and from whom, if anybody, such behaviour is welcome or unwelcome, irrespective of the attitudes of others to the matter. The fact that an individual has previously agreed to the behaviour does not stop him/her from deciding that it has now become unwelcome.  It is the unwanted nature of the conduct which distinguishes sexual harassment and harassment from friendly behaviour which is welcome and mutual.
(c) To constitute harassment or sexual harassment the behaviour does have to be reasonably regarded as offensive, humiliating or intimidating to the employee. 

[bookmark: _Toc228960879]17.6 Managerial Responsibility 
(a) Every manager has a responsibility to maintain the workplace free of any form of harassment or sexual harassment. In addition to, ensuring their own behaviour does not cause problems. Management is responsible for, knowing the company policy, preventing incidents of harassment or sexual harassment and ensuring that staff members adhere to company policy. 
(b) Lime managers who become aware of incidents of harassment are required to immediately advise their immediate manager.

[bookmark: _Toc228960880]17.7 Employee Responsibility
(a) All employees in the company have a responsibility to prevent harassment or sexual harassment and to report any instances that they are party to or witness of. 
(b) Sexual harassment and harassment, on the premises or anywhere else on company business including social events, training programmes, off site functions or events etc., by employers, employees and non-employees such as clients, customers and business contacts will not be tolerated and could lead to disciplinary action (in the case of employees) and other sanctions (in the case of non-employees) for example the suspension of contracts or services or exclusions from premises.
(c) All staff will be provided with a copy of the policy.

[bookmark: _Toc228960881]17.8 Harassment/Sexual Harassment Procedure
(a) Employees who feel that they are being harassed or sexually harassed in the workplace are encouraged to approach their own line manager or another member of management or human resources.
(b) All complaints of harassment will be taken seriously, will be held in strict confidence, will be treated promptly and in an impartial and sensitive manner. 

[bookmark: _Toc228960882]17.9 Initial Informal Procedure
(a) The purpose of the informal procedure is to ensure that the majority of issues regarding harassment or sexual harassment will be handled effectively, efficiently and in a confidential and sensitive manner.
(b) The informal procedure, which should be used in the first instance, may be used in a situation where an offensive incident has occurred. In this case the employee approaches the perpetrator and explains clearly to them that he/she is engaging in unwanted conduct and that their behaviour in question is not welcome, offending and makes them uncomfortable and requests for him/her to stop. The complainant should inform the individual of the company’s harassment or sexual harassment policy and advise him/her that a second occurrence of this nature will result in a formal complaint.
(c) In instances where you are unsure of whether the behaviour constitutes a form of harassment or sexual harassment, you should discuss this with Human Resources, your line manager or a trade representative. 
(d) In circumstances where it is too difficult for an individual to do this on his/her own, an alternative approach would be to seek support from, or for an initial approach to be made by, a sympathetic colleague or line manager or trade union representative.
(e) It is a requirement that all individuals involved maintain confidentiality on the subject. 
(f) The focus of this process is to seek to resolve the matter informally by agreement without recourse to any other step. An informal discussion is often sufficient to alert the person concerned to the effects of the behaviour alleged and can lead to a greater understanding and an agreement that the behaviour will stop. It can also lead to an explanation of the original intention of the behaviour and/or an agreement to modify the behaviour. On the other hand, it may be that the behaviour is valid and reasonable and the reaction of the offended party is at odds with the generally accepted understanding of the behaviour. 
(g) In a scenario where internal resources are limited, or if the complaint made is against a senior person within the organisation, it may be necessary to use the expertise of an independent professional body to access mediation or conciliation or some other form of resolution. 

[bookmark: _Toc228960883]17.10 Secondary Informal Process
(a) If the initial informal process is unsuccessful or if the complainant or the organisation deems it inappropriate for the seriousness of the issues, this more protracted, yet still informal process should then be initiated.
(b) The recommended steps in the secondary informal process are:
1. The organisation will appoint someone to hear the complainant’s allegations. They may be a line manager or someone in authority within the organisation, or an external person where appropriate. 
2. The complaint may be verbal or written. If verbal, the nominated person will prepare a written note of what complained of and a copy given to the complainant to confirm. 
3. If the complaint concerns alleged harassment or sexual harassment as defined, the person complained against should be presented with the complaint and their response established. 
4. Thereafter a method will be agreed to progress the issue to resolution so that both parties can return to a harmonious working environment without harassment or sexual harassment being a factor. 
5. If the behaviour complained of does not concern alleged harassment or sexual harassment as defined, an alternative approach should be put in place and a rationale recorded. If there are no concrete examples given, it must be deemed that there is no complaint to be answered by the person complained of as they have no recourse to repudiating an accusation that does not give any specifics. 
6. Where harassment or sexual harassment has been partly or fully identified, steps to stop the harassment or sexual harassment behaviour should be agreed and implemented with both parties. This may involve a direct or indirect approach and possible resolution through a programme to change behaviour. It may also involve mediation by an agreed mediator who is practised in dealing with alleged harassment or sexual harassment at work. 
7. During any mediation or on-going monitoring process, it may be necessary to consider if other working arrangements are required or feasible during this short-term phase. A proposal should be made, considered, and an action and time frame established, signed and dated, preferably by both parties. 
8. The nominated person who was responsible for managing the complaint should keep a nominal record of all stages, and they should be kept in accordance with relevant Data Protection Legislation (section 2 (1) governing Retention). 
9. Information disclosed in the course of mediation must remain within the mediation process and must not be given by the mediator to anyone or to an investigator if there is a subsequent formal investigation.
10. Confidentiality is crucial for this stage to be effective and breaches of confidentiality, may be addressed in line with the disciplinary procedures. 

(c) In order to obtain closure after finding resolution through the informal process, both parties will be offered support in order to allow them to continue working to the best of their ability. Where a complaint has been assessed as vexatious, the matter will be progressed through other relevant procedures as deemed appropriate. In many situations, where resolution has been found, and with the co-operation of all parties, the matter can rest here. 
[bookmark: _Toc228960884]17.11 Formal Complaints Process
(a) The formal complaints procedure may be pursued if
· the harassment is repeated.
· the alleged harassment / sexual harassment is too serious to be treated under the informal procedure.
· informal attempts at resolution have been unsatisfactory; or
· if the person raising the complaint wishes it to be treated formally.  

(b) Investigation 
The investigation of any complaint will be handled with sensitivity and with due respect for the rights of both the complainant and the alleged perpetrator. The investigation will be independent and objective. The purpose of the investigation is to investigate the allegations and will focus on the complaint.
The investigator will not be connected with the allegation in any way. Every effort will be made to resolve the complaint speedily.

(c) Non-employees
It is possible that if the person accused of harassment or sexual harassment is not an employee, he/she may not wish to participate in the formal procedure, and it may not be possible to secure their participation.  In this situation the non-employee will be kept informed of all developments and given an opportunity to respond to them.  The outcome of the investigation and any potential sanctions must also be explained to the non-employee and/or any person or company for whom he/she works.

[bookmark: _Toc228960885]17.12 Formal Procedure:

(a) Where an employee wishes to proceed with the Formal Procedure, they must put their complaint in writing. The formal complaint should be signed and dated, outlining the details of their complaint and the detail of any witnesses. It should be issued to Human Resources or a member of management.
(b) The alleged perpetrator will be informed that a formal complaint has been raised against them, and they will be given a copy of the formal complaint in order to have the opportunity to fully respond to the complaint.
(c) Human Resources or a designated member of management will explore the appropriate action to be taken in light of the circumstances. If not already utilised, they may explore the possibility of mediation or a clear the air meeting as an attempt to resolve the meeting informally. Alternatively, they may advise on the matter going to formal investigation in order to examine the facts of the complaint.
(d) An investigation officer will be appointed to thoroughly investigate the matter as governed by terms of reference. The investigation officer will be someone from Human Resources, a member of management, or where necessary an appropriate external third party.
(e) The aim of the investigation is to thoroughly establish the facts and credibility of the complaint.
(f) The formal investigation will be treated sensitively and confidentially. The investigation officer will conduct their investigations as quickly as possible in the circumstances. 
(g) Written statements from all parties, including witnesses, will be gathered as it makes matters clearer from the outset. Those who make written statements will be entitled to a copy of their written statement. Copies should be provided to the complainant and the person complained of.
(h) The investigation officer will have a formal meeting with the complainant to explain the investigative process and to gather any further detail required. The employee will be entitled to be represented by a fellow employee, trade union representative or trade union official.
(i) The investigation officer will then have a formal meeting with the alleged perpetrator in order to investigate the details of the complaint. They will also be entitled to be represented by a fellow employee, trade union representative or trade union official.
(j) The investigation officer will meet with any witnesses involved in the complaint. A copy of any witness statements / minutes from witness meetings will be provided to both parties.
(k) The investigation officer will draft an outcome report based on the facts before them as to whether the behaviour complained of May, on the balance of probabilities, have occurred. The report will be issued to the complainant and the alleged perpetrator.
(l) When all the facts have been collected, the alleged perpetrator may face disciplinary action in line with the company’s disciplinary procedures. Equally, if the investigator finds facts which evidence a vexatious complaint, this may also be dealt with through the disciplinary procedure.
(m) The complainant will be formally informed of whether the complaint was upheld, partially upheld or not upheld, however any further action under the disciplinary procedure is to be kept confidential.
(n) The company reserves the right to re-locate the complainant or alleged perpetrator, where it is necessary for the effective running for the department. In certain cases, the company may offer counselling to the employee alleged of harassment or sexual harassment.


[bookmark: _Toc228960886]17.13 Appeals
[bookmark: _Hlk62479900]The complainant and the alleged perpetrator have the right to appeal the outcome of the investigation officer. The party appealing should put their grounds for appeal in writing within 5 working days and issue it to Human Resources or the designated Appeals Officer. The Appeals Officer will consider the grounds for appeal, conduct any further necessary investigations, and produce an outcome of their findings.
An appropriate external third party may be appointed to conduct the appeal if it is necessary in the circumstances.
[bookmark: _Toc228960887]17.14 Victimisation
Any victimisation of, or retaliation against, a complainant or an employee who gives evidence regarding harassment or sexual harassment will be subject to disciplinary action, up to and including dismissal.
[bookmark: _Toc228960888]17.15 Malicious Complaints
In cases where it is discovered that malicious complaints have been made, these will be treated seriously and may result in disciplinary action. In this regard it should be noted that where a complaint is not upheld, this does not necessarily indicate that the complaint was malicious.
[bookmark: _Toc228960889]17.16 Review
[bookmark: _Hlk62480048]The company will monitor the workplace to ensure that there is no inappropriate follow up action, victimisation or future incidents.  Furthermore, the company is committed to reviewing the Anti-Harassment/Anti-Sexual Harassment Policy on a regular basis in line with changes in the law, relevant case law, best practice or other developments.





[bookmark: _Toc228960890]18. Protected Disclosures Policy 

[bookmark: _Toc228960891]Introduction:  
Whistleblowing occurs when an employee raises a concern or discloses information that relates to wrongdoing, illegal practices, or unethical conduct that has come to your attention through work. 
The Company is committed to a culture which encourages and enables workers to make disclosures internally in a responsible and effective manner when they discover information which they genuinely believe shows wrongdoing.  
You are entitled to raise concerns or disclose information - without fear of penalisation or threat of less favourable treatment, discrimination, or disadvantage. This policy does not replace any legal reporting or disclosure requirements. If statutory reporting requirements and procedures exist these must be utilised and complied with.  
The relevant legislation concerning this matter is the Protected Disclosures Act 2014, as amended by the Protected Disclosures (Amendment) Act 2022 which transposed the Directive (EU) 2019/1937 (the EU Whistleblowing Directive) into Irish law.  

[bookmark: _Toc228960892]Application:  
This policy applies to employees or former employees, trainees, people working under a contract for services, independent contractors, agency workers, people engaged on work experience, unpaid trainees, board members, shareholders, volunteers, and job applicants.  
A concern may be raised anonymously; however, we encourage employees to put their names to allegations where possible in order to facilitate appropriate follow-up. Further, it may be difficult to investigate anonymous concerns. 

 

Should you have concerns in relation to your own employment or interpersonal workplace relationships it may be more appropriate to utilise the Company Grievance procedures or through our Dignity and Respect at Work policy.  
A concern or disclosure should relate to a relevant wrongdoing such as possible criminal offences, dangers, or failure to comply with any legal or regulatory obligations, which has come to your attention in connection with your employment and about which you have a reasonable belief of wrongdoing.  

Raising a Concern:  
Where you are of the belief that the company may be involved in illegal or wrong behaviour you should report your concerns to  

____________________________________________________.  

The responsibility for leading the Protected Disclosures process lies with the Managing Director.  
The contact details for the Authorised Person for Protected Disclosures are as follows: 
NAME, JOB TITLE, EMAIL, NUMBER, ADDRESS.  
If necessary, the company may assign any disclosures to a designated impartial person. 
The company will acknowledge in writing any disclosures made within 7 days of receipt. We may need to meet with you during the investigation. In the interests of confidentiality this meeting can take place off site, and you can choose whether or not to be accompanied by a colleague or trade union representative. 

 

Communication will be maintained with you which may involve the seeking of additional information or data. We will inform you of how we propose to investigate the concerns raised and we will endeavour to keep you informed of follow up actions, where possible.  
The Authorised Person will carry out an initial assessment and close out the process, communicating the basis for any decision reached and where necessary taking appropriate action to address the matter.  
We will provide you with information on the outcome of any investigation, or why no further investigation will take place. The need for confidentiality and legal and regulatory considerations may prevent us from giving you specific details of an investigation. 
Feedback will be provided to you within a 3-month timeframe (extendable to 6 months for complex matters). If you are not satisfied with the response, you may raise the matter with the appropriate authority. 
Safeguarding  
The company will not tolerate the penalisation of a worker who makes a “protected disclosure” and has a reasonable belief of wrongdoing in line with this policy. This is applicable even if the concerns or disclosure turn out to be unfounded. 
Penalisation means any act or omission that affects a worker to the worker’s detriment. If you believe that you are being subjected to penalisation as a result of making a disclosure you should inform your manager immediately. Employees who penalise those who have raised concerns under this policy will be subject to disciplinary action. 
If this procedure has been invoked in malice, then you will be liable to disciplinary action up to and including dismissal. 

Confidentiality  
The Company will take all measures not to disclose to another person beyond such persons authorised or necessary to receive or follow up on the disclosure concerned any information that might identify you.   
Where your identity is disclosed to another person, you will be informed before your identity is disclosed unless such information would jeopardise the related investigations or any judicial proceedings.



















[bookmark: _Toc228960893]19. Right to Disconnect Policy

[bookmark: _Toc228960894]19.1 Introduction

The health and wellbeing of our employees is of the utmost importance to us, and we encourage and support our employees to prioritise their own wellbeing. Disconnecting from work is vital for your wellbeing, and to help you achieve a healthy and sustainable work-life balance. 
The organisation recognises that every employee is entitled to switch off outside of their normal working hours and enjoy their free time away from work without being disturbed, unless there is an emergency or agreement to do so.
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 guidance around wellbeing, working hours, the use of technology and more.

[bookmark: _Toc228960895]19.2 What is the Right to Disconnect?

The Right to Disconnect refers to an employee’s right to be able to disengage from work and refrain from engaging in work-related electronic communications, such as emails, telephone calls or other messages, outside normal working hours. In summary, the Right to Disconnect has three main elements:
1. The right of an employee to not routinely perform work outside normal working hours.
2. The right to not be penalised for refusing to attend to work matters outside of normal working hours.
3. The duty to respect another person’s right to disconnect (e.g., by not routinely emailing or calling outside normal working hours).

[bookmark: _Toc228960896]19.3 Employer and Employee Obligations

The creation of a culture in which employees feel they can disconnect from work and work-related devices necessitates a joint approach by both the company and our employees. Detailed below is an outline of both employer and employee obligations in order to enable such a culture.

Employer obligations
· Providing detailed information to employees on their working time, in accordance with the Terms of Employment Information Act, 1994 – 2014, by way of a contract of employment.
· Ensuring that employees are informed of what their normal working hours are reasonably expected to be under the Employment (Miscellaneous Provisions) Act 2018.
· Ensuring that employees take rest periods, in accordance with the Organisation of Working Time Act, 1997.
· Ensuring a safe workplace, including reviewing our risk assessment and, where necessary safety statement in line with the Safety, Health & Welfare at Work Act, 2005 and taking account of our obligations under section 8(2)(b) of the Safety, Health & Welfare at Work Act, 2005 which extends to ‘managing and conducting work activities in such a way as to prevent, so far as is reasonably practicable, any improper conduct or behaviour likely to put the safety, health and welfare at work of his or her employees at risk’.
· Not penalising an employee for acting in compliance with any relevant provision or performing any duty or exercising any right under section 27 of Safety, Health & Welfare at Work Act, 2005.


Employee Obligations
· Ensuring that you manage your own working time.
· Taking reasonable care to protect your safety, health and welfare and the safety, health and welfare of co-workers while at work, in line with section 13(1)(a) of the Safety, Health & Welfare at Work Act, 2005.
· Cooperating fully with any appropriate mechanism utilised by the company to record working time including when working remotely.
· Being mindful of your colleagues’, customers’/clients’ and all other people’s right to disconnect (e.g., by not routinely emailing or calling outside normal working hours).
· Notifying management in writing of any statutory rest period or break to which you are entitled to and were not able to avail of on a particular occasion and the reason for not availing of such rest period or break.
· Being conscious of your work pattern and aware of your work-related wellbeing and taking remedial action if necessary.

[bookmark: _Toc228960897]19.4 The Role of Managers
Managers play a central role in the successful implementation of this Right to Disconnect policy. It is expected that Managers will respect the Right to Disconnect of their team members and should demonstrate clear commitment to the Policy through leadership and being active role models in this respect.

[bookmark: _Toc228960898]19.5 Working Hours
Each individual employee’s ‘normal working hours’ are outlined in their contract of employment. We, as a company, strive for a culture whereby our employee’s wellbeing is of paramount importance, and with that we encourage and expect that staff disconnect from work emails, messages, etc., outside of their normal working hours and during annual leave. However, legitimate reasons where it is necessary to contact staff outside of normal working hours, can include the following: 

· Ascertaining availability for rosters.
· To fill in at short notice for a sick colleague.
· Where unforeseeable circumstances may arise.
· Where an emergency may arise.
· Where business and operational reasons require contact out of normal working hours.
The above is a non-exhaustive list.
In certain circumstances, business and operational needs may dictate that there will be situations which clearly require some out-of-hours working by some employees depending on the service being provided, the employee’s role, the needs of customers/clients, working across global time zones and the unique requirement of critical services. Receiving communications from another time zone does not necessarily mean that you need to respond in the same time period. Expectations will be communicated in relation to responding to digital communications globally, where appropriate.

All employees within the company may not have the same normal working hours. Some may work a more traditional hourly pattern (for example, 8.00am to 4.30pm) and others may work flexibly or have varying working time patterns. This Policy is in place to ensure all employees are aware that they have the right to disconnect.

[bookmark: _Toc228960899]19.6 Employee Wellbeing 
Employees are encouraged to schedule post-work leisure activities, in order to create some separation from the end of their workday and the beginning of their personal time. 

Employees, including those engaging in flexible working arrangements or remote working are reminded to switch off from work, to monitor their working hours and to take breaks, away from work devices, in accordance with the Organisation of Working Time Act 1997. 

[bookmark: _Toc228960900]19.7 Raising Concerns
While being conscious of the fact that due to business and operational needs and depending on a number of factors, including the role of the employee, customer/client needs, nature of the business, global reach of the employer, that circumstances may arise that necessitate that communications are sent and received outside of employee’s normal working hours. However, when contact outside normal working hours becomes the norm, this needs to be addressed.
Best practice suggests that employees should attempt to resolve the problem with the person(s) informally in the first instance. In circumstances where an employee feels that it would be too difficult to do this on their own, an alternative approach would be to seek support from, or for an initial approach to be made by their manager or a member of Human Resources.
If an informal process has not been successful in resolving the issue, then the formal company grievance procedure may be utilised.









[bookmark: _Toc228960901]20. Flexible and Remote Working Policy 

This organisation is committed to supporting work-life balance arrangements for our staff, recognising that there is no automatic right to flexible or remote working. Any arrangement must work for both the business and the employee.
We are committed to ensuring compliance with:
•	The Parental Leave Acts 1998–2023
•	The Work Life Balance and Miscellaneous Provisions Act 2023
•	The WRC Code of Practice on Flexible and Remote Working
This policy outlines the procedures and criteria for requesting and implementing flexible and remote working arrangements.
[bookmark: _Toc228960902]20.1 Scope and Eligibility
This policy applies to all employees who meet the eligibility criteria under the relevant legislation. Requests will be considered on a case-by-case basis, and decisions will not set precedents.
Employees and management must be realistic and recognise that not all roles are suitable for flexible or remote working. Suitability will be assessed objectively, considering:
· The nature of the role
· Operational requirements
· Impact on team collaboration and service delivery
· 
[bookmark: _Toc228960903]20.2 Employee Eligibility Criteria
To be eligible for an approved flexible or remote working arrangement:
· Employees must have 6 months of continuous service before the arrangement can commence.
· Requests may be submitted earlier but will only be implemented after the service requirement is met.
· Employees must demonstrate that their role can be performed effectively under the proposed arrangement.

[bookmark: _Toc228960904]20.3 Health and Safety
The organisation is committed to ensuring compliance with the Safety, Health and Welfare at Work Act 2005.
Employees working remotely must:
· Complete a remote working risk assessment
· Ensure their home workspace is safe and ergonomically appropriate
· Comply with all health and safety policies
Refer to the Health and Safety Authority’s Guidance on Remote Working for further details.

[bookmark: _Toc228960905]20.4 Working Arrangements
The following arrangements may be considered:
· Remote Working: 
· Home as the main place of work
· Hybrid (split between home and office)
· Hub working (approved co-working spaces)
· Flexible Working: 
· Part-time
· Term-time
· Job-sharing
· Flexitime
· Compressed hours
Remote work outside Ireland may be considered only in exceptional circumstances and must comply with jurisdictional, tax, and data protection requirements.

[bookmark: _Toc228960906]20.5 Flexibility and Business Needs
Employees are expected to remain flexible to meet business needs. For example, remote workers may be required to attend:
· Training sessions
· Client meetings
· Team events
· On-site inductions

[bookmark: _Toc228960907]20.6 Anchor/On-Site Days
Where applicable, teams may be required to agree on weekly or monthly anchor days for in-person collaboration. These will be scheduled based on operational needs and communicated in advance.

[bookmark: _Toc228960908]20.7 Interaction with Other Policies
All existing company policies continue to apply, including:
· Performance management
· Sickness and absence
· Training and development
· Promotion and career progression
· Grievance and disciplinary procedures
· Data protection and GDPR
· Equality, diversity, and inclusion
· Right to disconnect

[bookmark: _Toc228960909]20.8 Working Hours and Monitoring
Flexible and remote working does not alter contractual working hours unless formally agreed. Employees must:
· Record working hours accurately
· Be available during agreed core hours
· Comply with time management and punctuality expectations



[bookmark: _Toc228960910]21. Extreme Weather Events Policy 

a) The Company recognises that employees may face difficulties attending their place of work and returning home during periods of extreme weather conditions such as heavy snowfalls, flooding, or other extreme weather conditions which may result in journeys being extremely hazardous. However, while the Company is committed to protecting the health and safety of all its employees, it must ensure that business disruption remains minimal.

b) Employees should make every effort to attend work during extreme weather conditions without putting their personal safety at risk. However, if it is unavoidable for an employee to be absent from the workplace, with the agreement of their manager and subject to operational needs, the manager in discussion with the employee may agree that the employee takes either annual leave (if sufficient time has been accrued) or unpaid leave. 

c) Depending on the circumstances, a temporary layoff situation may arise. In such circumstances, workers will be given as much notice as possible. Employees are not paid by the company while on temporary layoffs, however eligible employees may be entitled to social welfare benefits. Employees will be given as much notice as possible of their requirement to return to work from layoffs and will be expected to return to work as requested. Failure to return to work as requested will be treated as unauthorised absence.

d) Where an employee’s place of work remains open and they are unable to attend work due to safety concerns or because their child’s school or creche is closed, this does not fall under the legal definition of force majeure leave. Where the employee is unable to arrange alternative childcare, annual leave or unpaid leave should be considered on a case-by-case basis. Unpaid leave is limited and only authorised in exceptional circumstances. 

e) In the event of extreme weather conditions, employees will take all reasonable steps to report their inability to attend work to their manager as soon as is practicably possible. This should be in line with the Company’s normal arrangements for reporting sickness absence and this will apply for each day that the employee is unable to attend work. Please note that failure to comply with reporting arrangements may amount to unauthorised absence and may be addressed in line with the Company’s disciplinary policy.

f) The Company requests that each employee ensures that we have an up-to-date contact number for them so that we can contact them directly by phone should any adverse weather affect the Company’s operations.

[bookmark: _Toc228960911]22. Handbook Acknowledgement and Acceptance 


I _________________________________ confirm that I have received a copy of the Employee Handbook.

I acknowledge that it is my responsibility to read and familiarise myself with the information within the Handbook. I understand that it is my responsibility to contact my line manager regarding any questions which are not answered by the Employee Handbook. I agree to comply with the procedures and policies as outlined in the handbook.



Employees’ Signature: 
Date:
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