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PURPOSE OF THE EMPLOYEE HANDBOOK

[bookmark: _Hlk124767781]This Employee Handbook provides a summary of the employment policies that operate at Comeragh Wilderness Academy.
The Employee Handbook and related policies referred to in it contain rules, regulations and policy guidelines that are aimed at ensuring Comeragh Wilderness Academy and its employees meet these standards and that Comeragh Wilderness Academy business runs smoothly. Employees are expected to act in accordance with Comeragh Wilderness Academy aims and objectives and maintain the highest personal and professional standards. 
Employees are responsible for reading, understanding, and complying with the provisions of this Handbook.  The objective of the Management of Comeragh Wilderness Academy is to provide employees with a positive work environment that is safe, free from discrimination and harassment. 

Comeragh Wilderness Academy management will be pleased to help employees with any questions relating to the content of this handbook.

This handbook remains the property of Comeragh Wilderness Academy and must be returned to Comeragh Wilderness Academy on leaving your employment.  Management reserves the right to make changes to the handbook as it deems necessary. Revisions to the handbook will be made by Management and employees will be briefed on changes prior to implementation and addition to the handbook. 



[bookmark: _Toc437260081][bookmark: _Toc442102427]WELCOME FROM DIRECTORS
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[bookmark: _Toc437260083][bookmark: _Toc442102429]EMPLOYER REQUIREMENTS
In advance of your employment with us we require the following information from you:  
· Employees bank details.
· Driver’s licence (if relevant) and insurance details.
· Work Permit for EU (if relevant)
· Confirmation of Identity – Passport/Driving Licence

We will also take up referees prior to your employment and we will issue you with a contract of employment with this handbook.

Your employment is conditional upon satisfaction of the conditions detailed in your employment contract. Your continued employment is subject to completion of any necessary further checks, to the satisfaction of Comeragh Wilderness Academy, as it may reasonably require from time to time. 

In order to ensure that employee records are kept up to date you are required to inform Management of any changes made to the following:
· Name due to change in marital status or otherwise.
· Address and contact details.
· Next of kin/emergency contact details.
· Additional qualifications acquired.
· Notification of any employment outside of the service.  

If you have any queries relating to personal income tax please contact your local tax office or http://www.revenue.ie


[bookmark: _Toc437260084][bookmark: _Toc442102430]SECTION I – COMPANY POLICIES AND PROCEDURES

[bookmark: _Toc437260085][bookmark: _Toc442102431]ABSENCE DUE TO UNFORSEEN CIRCUMSTANCES
Employees are obliged to attend work in terms of their contracts of employment.  This applies even in extreme weather conditions.  Therefore, the employer is not obliged to pay employees in such circumstances.  However, in the interest of health and safety and with due regard for these special circumstances management will assess each situation on a case by case basis and may determine any of the following: (a) Employees take unpaid leave; (b) Employees take annual leave (c) Employees are laid off (d) Employees work from home. However, the Management reserves the right to utilise all options outlined above as necessary.

[bookmark: _Toc437260086][bookmark: _Toc442102432]ALCOHOL AND SUBSTANCE MISUSE

Purpose
Comeragh Wilderness Academy recognises that the wellbeing of its employees can be put at risk by the misuse of alcohol or other mood-altering substances, to such an extent that it adversely affects the employees’ health, job performance, other employee is or the public image of the organization. Management accepts that alcohol/substance abuse problems can be helped in most instances and the employees enabled to restore their job performance to a satisfactory level.  

No Employee should be under the influence of an intoxicant while at work, at work related events or travelling for work. Employees, who are under the influence of alcohol or drugs at work, put both themselves and their fellow colleagues in danger.  

Scope
This policy applies to all employees of Comeragh Wilderness Academy. 
Policy & Procedure
The main objectives of this policy are:
· To clarify the Company’s position and ethos in relation to alcohol/substance abuse.
· Ensure these issues are addressed in an appropriate and consistent manner to meet the needs of all those involved.
· To encourage employees with substance misuse problems to seek help early with an assurance of every effort toward upholding confidentiality.
· To encourage management and Directors to be proactive towards early intervention.
· To restore job performance.

Alcohol Misuse – in the context of employment Alcohol Misuse exists when repeated poor work performance is due to the way the employee uses alcohol.
Substance Misuse – refers to drug or mood affecting substances, legal or illegal, whose consumption by an individual deteriorates work performance. 
The impact of alcohol and drugs can be numerous and can for example include absenteeism, higher accident levels and ongoing work performance issues 
Any employee who suspects he/she has an alcohol and/or drugs problem is encouraged to seek help. This request should be made to his/her services manager on a personal basis. The request will be treated in strict confidence. An informal interview will take place between the services manager and the employee. Time off work to obtain help will be offered, if necessary, and the Comeragh Wilderness Academy Sick Leave Policy will apply. 

If the services manager identifies/suspects an employee of having an alcohol or drugs problem through observation of poor work performance, accidents, absenteeism or other matters should consult with that employee. An interview will take place between the services manager and employee. The interview will be confined to aspects of performance only. The employee will be given an opportunity to seek diagnosis and help if they so wish. If the employee needs to take time off work for treatment the normal sick leave policy will apply. Under the Safety, Health & Welfare at Work Act, it sets out: 

· A provision that employees, while at work, must not be under the influence of ‘an intoxicant’ which includes illegal drugs as well as alcohol.  An employee, if reasonably required by their employer must submit to any appropriate tests by a competent person as may be prescribed.
· To ensure no potential conflict of interest the ‘testing’ will be carried out by an agreed individual/organisation.  
· There will be no demotion or retribution unless matters of discipline are involved (Refer to Disciplinary Policy and Procedure).
· The decision whether or not to receive treatment is ultimately the responsibility of the employee. However, continuing unsatisfactory levels of behaviour or performance may be subject to normal disciplinary procedure if the employee declines to accept referral, diagnosis or specialist help.
· Should a relapse occur following a return to employment after the completion of a recovery programme, consideration will be given to further sick leave, though this cannot be continued indefinitely.
· An employee with an addiction problem will be assured that every assistance will be given to them if they are willing to overcome the problem and that the matter will be treated in strict confidence.
· An employee will have the right to be represented by a colleague or trade union representative of his/her own choice at each stage of the proceedings.

The company reserves the right that where they have a reasonable belief that an employee is under the influence of some form of intoxicants it may send the employee home for the remainder of the day without pay. This is not a form of discipline but rather in the interests of the wellbeing and health and safety of the employee, work colleagues, customers and other third parties.

Note: This Policy Does Not Constitute a Waiver of Management’s Responsibility to Maintain Discipline or the Right to Evoke the Normal Disciplinary Policy. 

[bookmark: _Toc437260088][bookmark: _Toc442102434]ANTI BULLYING, HARASSMENT & SEXUAL HARASSMENT

Purpose
Comeragh Wilderness Academy is committed to implementing and promoting measures to protect the dignity of those that work within the company, and to encourage respect for others at work. This is achieved by creating a work environment that is free from bullying, harassment and sexual harassment, racism and disrespectful behaviour, by dealing effectively with any complaints of such conduct, and also by welcoming diversity and promoting employment equality.
	
Scope
Bullying, harassment, and sexual harassment not only by fellow employees but also by Directors, clients, business contacts and contractors will not be tolerated. 

Policy & Procedure
This policy is applicable to all employees of Comeragh Wilderness Academy who are obliged to be aware of the effect their own behavior may have on others. The policy extends to work-related events including training sessions, meetings, conferences, and work-related social events, whether on the premises or off site.  This policy sets out to ensure compliance with the relevant sections of the Employment Equality Acts, 1998-2015, which provide that every individual has a right to a work environment free from bullying, harassment, or sexual harassment.  

Rights and Responsibilities
Everyone within the company has the responsibility to prevent harassment, sexual harassment or bullying and to report any instances that they are party or witness to. Anyone found to be engaging in any improper behaviour or sexual harassment on the premises, or anywhere else while on Company business, will be subject to disciplinary action, up to and including dismissal.

Employees who feel that they are being bullied or harassed in any way in the workplace are encouraged to approach their immediate services manager with any complaints of bullying or harassment this will be taken seriously, and will be held in strict confidence as far as is reasonably practicable, and will be investigated promptly and in an impartial manner. The Company can only act to correct the situation if these instances are reported.

Any employee may make a complaint and, in this regard, he or she will not be victimised for making a complaint. However, if a complaint is found to be malicious, disciplinary action may be taken against the complainant.

The person against whom the complaint of bulling/harassment is made has rights. He or she is entitled to representation, to a fair and impartial hearing, and the right to challenge the allegation. An allegation of bullying or harassment remains an allegation until such time as the investigation is completed. If, after the investigation is completed, the allegation is upheld, disciplinary action, up to and including dismissal, will be taken against the perpetrator in accordance with Comeragh Wilderness Academy disciplinary procedures. Management is required to act if it suspects any form of harassment or bullying is occurring, even if no complaint has been made.


Bullying
Any form of bullying is prohibited by Comeragh Wilderness Academy.  

Bullying is defined as:
Repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment, which could reasonably be 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[footnoteRef:2]. [2: Definition is taken from the HSA (Health and Safety Authority) Code of Practice on the prevention of Workplace Bullying made under the Safety, Health and Welfare at Work Act, 2005.] 


Bullying is distinct from conflicting views or opinions or interpersonal difficulties within the workplace, which should be raised with the employee’s services manager in order to have any grievances or difficulties resolved.

Bullying can include conduct that is offensive to a reasonable person, e.g. oral or written slurs, physical contact, gestures, jokes, displaying pictures, flags, emblems, graffiti or other material which state or imply prejudicial attitudes which are offensive to fellow employees.   

Examples of bullying behaviour include:
· Personal insults or name-calling
· Persistent unjustified criticism or sarcasm
· Public or private humiliation
· Shouting at staff in public and/or in private
· Sneering
· Instantaneous rage, often over trivial issues
· Unfair delegation of duties and responsibilities
· Repeated impossible deadlines or impossible tasks
· Repeated Unnecessary work interference
· Making it difficult to access necessary information
· Aggression
· Not giving credit for work contribution
· Continuously refusing reasonable requests without good reasons
· Intimidation and threats in general.
· Isolation or non-co-operation or exclusion from social activities
· Vandalism of personal property

This is not an exhaustive list, and offences of a similar nature are also prohibited and will be dealt with appropriately.



What is Not Bullying? 
It is important to note that reasonable and essential discipline arising from the good management of an employee’s performance, conduct or attendance is not considered to be bullying.  

Sexual Harassment
Sexual harassment is any form of unwanted verbal, non-verbal or physical conduct of a sexual nature, being conduct, which in either case has a purpose or effect of violating a person’s dignity in creating an intimidating, hostile, degrading, humiliating or offensive environment for the person[footnoteRef:3].  [3: Definition taken from the Employment Equality Acts 1998-2008] 


Sexual harassment may occur between men and women or between persons of the same gender. A single incident may constitute sexual harassment.

Examples of sexual harassment include:
· Non-verbal: gestures, looks, whistling, suggestive symbols, pictures
· Verbal: Advances, propositions, suggestions, comments, innuendo jokes
· Physical: pinching, unnecessary touching, groping, kissing, fondling, assault, or rape
· Sending suggestive and pornographic correspondence including faxes, text, and e-mails
· Sex-based conduct: Conduct that degrades, ridicules or is intimadatory or physically abusive of the employee because of his or her sex

This is not an exhaustive list, and offences of a similar nature are also prohibited and will be dealt with appropriately.

An essential characteristic of the type of behaviour which constitutes sexual harassment is that it is unwanted by the recipient.


Harassment
Harassment is any form of unwanted conduct, related to the following grounds: marital status, family status, race, gender, age, religious belief, sexual orientation, disability or membership of the Traveler community, which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for the person. It can be a one-off event or persistent and repeated behaviour[footnoteRef:4]. It can be: [4: Ibid.] 

· Verbal: spoken words, shouting, unfair and excessive criticism
· Non-Verbal: looks, gestures, isolating, exclusion, refusing to listen to a point of view
· Physical: abusive behaviour, production, displaying or circulation of words, pictures, materials
· Excessive monitoring of work
· Isolation or exclusion from social activities


This is not an exhaustive list, and offences of a similar nature are also prohibited and will be dealt with appropriately.



Complaints Procedure
All employees have a right to make a complaint if they feel they have been harassed, sexually harassed, or bullied. There is both an informal and formal procedure to deal with bullying or harassment at work. It is up to each employee to decide what behaviour is unwelcome irrespective of the attitude of others to the matter.

Any employee who makes a complaint or who gives evidence in proceedings will not be victimised in any way. Any victimisation of, or retaliation against a complainant, or an employee who gives evidence during an investigation will be the subject of disciplinary action up to and including dismissal. Any investigation will be completed as soon as possible.

Stage One: Informal Procedure
It is preferable for all concerned that complaints of bullying or harassment are dealt with informally wherever possible. The purpose of the informal procedure is to ensure that the majority of cases of this nature will be dealt with effectively and efficiently, in a confidential and sensitive nature, and at a local level. This is likely to produce solutions, which are speedy, effective and minimise embarrassment and the risk of breaching confidentiality.
· In the first instance a person who believes that they are the subject of bullying, harassment or sexual harassment should ask the person(s) responsible to stop.
· The employee may ask their services manager for support in approaching the alleged perpetrator(s), or to ask for advice on the procedures to follow.

Stage Two: Mediation
Where the informal procedure fails to resolve an issue, mediation is another option. Mediation requires the voluntary participation and co-operation of the parties to the complaint. Where mediation is availed of, the following applies:
· An independent mediator will be appointed by the Employer
· Mediation does not deny the right to a full investigation at a later date
· The information that arises in mediation is confidential and cannot be used later in an investigation.

Stage Three: Formal Procedure
In the event that the informal procedure has failed to resolve the matter, or is inappropriate in the circumstances, the following formal procedure should be followed. Choosing not to use the informal procedure will not reflect negatively on a complainant in the formal procedure.
I. The complainant should make the complaint in writing to their services manager. Where the complaint is made against their services manager or where the complainant feels it is inappropriate to go to their services manager, the complainant should make the complaint directly to the Director, 
II. The complaint should contain the precise details of actual incidents of bullying or harassment.
III. In the interests of natural justice, the alleged perpetrator(s) shall be notified in writing that an allegation of bullying or harassment has been made against them. They shall be given a copy of the complainant’s statement, informed of their right to representation and be afforded a fair opportunity to respond to the allegation(s).
IV. The person [management] that the complaint has been made to will examine the complaint and set up an investigation, as necessary. Mediation may be proposed at this stage if it was not considered earlier.
V. Management reserve the right to appoint an independent external individual/company to carry out the investigation.

Stage Four: Investigation
In the event that a formal investigation is necessary, (the Services Manager, Director or external party as appropriate) will take the following steps:

I. The investigation into the alleged offence shall be conducted by or by another impartial person as nominated by Comeragh Wilderness Academy. As far as possible, and particularly in the event that the complaint is one of sexual harassment, management may endeavor to ensure that a male or female may investigate the matter as appropriate or two personnel may undertake the process.
II. The investigation shall be conducted thoroughly, objectively, with sensitivity, utmost confidentiality and with due respect for the rights of both the complainant and the alleged perpetrator(s).
III. Whilst it is desirable to maintain utmost confidentiality, once an investigation of an issue begins, it may be necessary to interview other workers within Comeragh Wilderness Academy. If this is so, the importance of confidentiality will be stressed to them.
IV. The investigator(s) shall meet with the complainant and alleged perpetrator(s) and any witnesses or relevant persons on an individual and confidential basis with a view to establishing the facts surrounding the allegation(s). Both the complainant and alleged perpetrator(s) may be accompanied by a work colleague or staff/trade union representative of their choice.
V. All meetings/interviews will be digitally recorded and a recorded note of the meeting will be provided to the interviewee. The reason for recording is to facilitate accurate note-taking.
VI. Notes pertaining to each party interviewed will be made available. Each party will be required to sign off on the record of the meeting pertaining to their interview, to confirm that it is an accurate recording of the meeting/interview. Under the principles of natural justice both the complainant and the respondents will have full access to information pertaining to them including witness statements. 
VII. All documentation pertaining to the investigation will be kept in the strictest confidence by Comeragh Wilderness Academy during and after the investigation and in accordance with Data Protection legislation. 
VIII. Following the investigation, the employee and the alleged perpetrator(s) will be provided with a written report of the findings. 




On completion of the investigation
· Every effort shall be made to carry out and complete the investigation as quickly as possible.
· On completion of the investigation, the investigator(s) shall submit a written report to the director or service manager as may be appropriate containing the findings of the investigation.
· Both complainant and respondent shall be given an opportunity to comment on the findings before any action is decided upon by the Director/s.

Action Post Investigation 
· Where a complaint is upheld and the report of the investigator(s) concludes that bullying or harassment took place, appropriate disciplinary action will be taken against the perpetrator, up to and including dismissal, depending on the seriousness of the violation, in accordance with Comeragh Wilderness Academy’s disciplinary procedures.
· The complainant will be notified in writing that a thorough investigation has been conducted and assured that appropriate corrective action has been taken.
· Where a complaint is not upheld and the report of the investigator(s) concludes that bullying or harassment did not take place, both parties will be advised accordingly that a thorough investigation has been conducted and the results indicate that there are no grounds to substantiate the harassment or bullying allegation.

Retaliation
An employee who makes a complaint in good faith or who gives evidence in proceedings or who gives notice of intention to do so shall not be victimised in any way. Retaliation of any kind against an employee for complaining or taking part in any investigation, or any adverse action taken against an employee because he/she lodged a harassment complaint, or participated in the investigation of a complaint, will give rise to appropriate disciplinary action, up to and including dismissal.

Malicious Complaints
Management will treat all complaints of bullying and harassment seriously and complainants are expected to do likewise. False or malicious complaints are damaging to Comeragh Wilderness Academy and can undermine genuine complaints. If the report of the investigator(s) concludes that bullying or harassment did not take place and that in their opinion the complaint was deliberately false or malicious then appropriate disciplinary action, up to and including dismissal, shall be taken against the complainant.

Appeal
If either party is not satisfied with the outcome of an investigation, he/she has the right of appeal to the Management of Comeragh Wilderness Academy.  If either party is not satisfied with the outcome of the internal procedures within the company they have recourse to the normal external industrial relations processes in the Workplace Relations Commission within the time limits specified in legislation.



Review and Monitoring
This policy will be reviewed on a regular basis by Comeragh Wilderness Academy Management in line with changes in the law, relevant case law or other developments. All complaints under this policy will be monitored and the monitoring information will be used to evaluate the policy and recommend changes if they are deemed necessary.

Further Information
All questions relating to the execution or interpretation of this policy should be referred to the services manager.

[bookmark: _Toc437001490][bookmark: _Toc442102500]COMPASSIONATE LEAVE
Compassionate leave is not a legal entitlement but Comeragh Wilderness Academy is sympathetic in cases of family bereavement and subject to management approval, leave may be granted as follows: (a) Employee’s immediate family, i.e. partner, children, parent or sibling – up to 3 days, (b) Employees indirect family, i.e. grandparent, aunt, uncle, close friend, parent in law – up to 1day.  All other leave requested for bereavement must be taken as, either annual or unpaid leave, as agreed with management.   

[bookmark: _Toc437260155][bookmark: _Toc437260372][bookmark: _Toc442102501]Compassionate leave is subject to a maximum of 5 days in any one twenty-four (24) month period. Employees requesting compassionate leave should inform their services manager with as much advance notice as is reasonably practical in such circumstances.

[bookmark: _Toc437260089][bookmark: _Toc442102435]CONFIDENTIALITY
Any information of a confidential nature (whether in written, electronic, verbal or any other form) relating to the Company or any associated Companies or their business or in respect of which the Company owes an obligation of confidence to any third party must not be disclosed during or after employment except in the proper course of your employment or as required by law. All Comeragh Wilderness Academy employees are contractually bound to adhere to all current written confidentiality policies.   

Any documents or items belonging to the Company or which contain any confidential information may not be removed from the premises at any time without proper advance authorisation. 

Records and information regarding to clients must on no account be divulged or discussed except in the performance of normal duty. Although employees may be using their own computer, all work created (on company or other computer) belongs to Comeragh Wilderness Academy and cannot be used outside this capacity and must be backed up on a daily basis.  

Employees must return upon request and, in any event, upon the termination of their employment, all documents and items belonging to the Company or which contain or refer to any confidential information and which are in their possession or under their control. 



Employees whether directly or indirectly, may not undertake any other duties, of whatever kind, during their hours of work for the Company. Employees may not, without the prior written consent of the Company, engage in a self-employed capacity, whether directly or indirectly, in any business, which is similar to or competitive with the business of Comeragh Wilderness Academy during their employment or within one year of their termination. 
	
Breaches of confidentiality are regarded as an extremely serious offence and will lead to disciplinary action up to and including dismissal.  

[bookmark: _Toc437260090][bookmark: _Toc442102436]CONFLICT OF INTEREST
[bookmark: _Toc308555622][bookmark: _Toc437000262][bookmark: _Toc437001495][bookmark: _Toc437260091][bookmark: _Toc437260308][bookmark: _Toc442102437]Best Interest of Comeragh Wilderness Academy
Each employee should act in the best interests of the company, always using good judgment. Decisions by employees involving a conflict of interest may create an appearance of impropriety which should be avoided.  Employees cannot use any data without reliable source and careful interpretation of same as the company is liable to clients for the use of such data.
[bookmark: _Toc308555623][bookmark: _Toc437000263][bookmark: _Toc437001496][bookmark: _Toc437260092][bookmark: _Toc437260309][bookmark: _Toc442102438]Suppliers of Goods or Services
An employee who has a direct or indirect interest (whether through family or business connections) in suppliers of products or services to Comeragh Wilderness Academy, or an interest in contractors or potential contractors who would do business with Comeragh Wilderness Academy should not act or be involved in decisions with respect to that interest.  
[bookmark: _Toc308555624][bookmark: _Toc437000264][bookmark: _Toc437001497][bookmark: _Toc437260093][bookmark: _Toc437260310][bookmark: _Toc442102439]Disclosure
An employee should provide full disclosure of any business, personal or financial interest in which the employee might influence (or might appear to influence) his or her official decisions or actions on behalf of the company.  Disclosure should be made on a timely basis in writing to Comeragh Wilderness Academy. 
[bookmark: _Toc308555626][bookmark: _Toc437000266][bookmark: _Toc437001499][bookmark: _Toc437260094][bookmark: _Toc437260311][bookmark: _Toc442102440]Acceptance of Gifts
[bookmark: _Toc308555627][bookmark: _Toc437000267][bookmark: _Toc437001500][bookmark: _Toc437260095][bookmark: _Toc437260312][bookmark: _Toc442102441]Cash or Cash Equivalents
Offers of cash or cash equivalents (e.g. lottery tickets, gift vouchers or gift cheques) made by suppliers, contractors, clients or their relatives to individuals at Comeragh Wilderness Academy must be declined.
[bookmark: _Toc308555628][bookmark: _Toc437000268][bookmark: _Toc437001501][bookmark: _Toc437260096][bookmark: _Toc437260313][bookmark: _Toc442102442]Non-Cash Gifts
Gifts of a small or inexpensive nature such as calendars or diaries or other simple or inexpensive items such as flowers and chocolates can be accepted. This type of gift can be easily distinguishable from more expensive or substantial items which cannot on any account be accepted. If there is any doubt as to whether the acceptance of such an item is appropriate, the matter must be referred to the services manager.
[bookmark: _Toc308555629][bookmark: _Toc437000269][bookmark: _Toc437001502][bookmark: _Toc437260097][bookmark: _Toc437260314][bookmark: _Toc442102443]Exceptional Cases
It is recognised that there are exceptional circumstances where refusal of a gift will clearly offend a donor, cause embarrassment or appear discourteous. In these cases, the donor should be advised that the permission of the services manager will have to be sought as to whether the gift can be accepted.

The services manager will decide whether to:
· Allow the recipient to accept the gift or not
· [bookmark: _Toc437000270][bookmark: _Toc437001503][bookmark: _Toc437260098][bookmark: _Toc437260315][bookmark: _Toc442102444]Return the gift to the donor with a suitably worded letter explaining why the gift cannot be accepted
· [bookmark: _Toc437000271][bookmark: _Toc437001504][bookmark: _Toc437260099][bookmark: _Toc437260316][bookmark: _Toc442102445][bookmark: _Toc308555630]Use or dispose of it, if possible, in or by Comeragh Wilderness Academy. 
[bookmark: _Toc308555631][bookmark: _Toc437000273][bookmark: _Toc437001506][bookmark: _Toc437260100][bookmark: _Toc437260317][bookmark: _Toc442102446]Outside Employment or Business Activities
Employees should avoid outside employment, business or personal activities which may conflict with the company’s interests.  Directorships, consultation and training services for which an employee will receive compensation must be cleared by the services manager in writing. Employees of Comeragh Wilderness Academy must not provide contracted services such as training, consultancy or supply of goods to any client of the company without prior permission in writing from the one of the Directors.  The employee must make a request in writing to their services manager.  The employee must receive written permission in the first instance before they may engage in the contracted services as outlined above.   
Agreements made with employees will be reviewed annually or more frequently if there is any change or new contracted services are being undertaken by the employee.
Excluded from this prohibition are charitable activities where the employee will not receive compensation and where the time involved will not interfere with the employee’s responsibilities on behalf of the company.
[bookmark: _Toc308555632][bookmark: _Toc437000274][bookmark: _Toc437001507][bookmark: _Toc437260101][bookmark: _Toc437260318][bookmark: _Toc442102447]Family
No employee should act in a matter involving a member of that employee’s family, without disclosure and approval of their services Manager
[bookmark: _Toc308555633][bookmark: _Toc437000275][bookmark: _Toc437001508][bookmark: _Toc437260102][bookmark: _Toc437260319][bookmark: _Toc442102448]Open Door Policy
The organisation believes in a two-way process of communication and welcomes any suggestions that employees may have in relation to the day-to-day running of the organisation.  It is the policy of the company that management will be available at all times to listen to ideas that staff may have in relation to systems and procedures.  This area is a separate issue to grievance procedures and where employees have a particular grievance then the procedure as outlined should be followed.
[bookmark: _Toc437260103][bookmark: _Toc442102449]
DATA PROTECTION
[bookmark: _Toc437260104]The Data Protection Acts 1988 -2018 (“the Acts”) and the amending regulations provide rules which apply to the collection, use, disclosure and transfer abroad of information about individuals which includes employee and client personal data.  The Acts set out the principles that the company must follow when processing personal data about individuals and also gives individuals certain rights in relation to personal data that is held about them. 


Comeragh Wilderness Academy needs to collect and use data (information) for a variety of purposes about its staff, customers, and suppliers in relation to our business.  The purposes of processing data include for example the organisation and administration of valuations and property surveys, the recruitment and payment of staff, compliance with statutory obligations, etc. Data Protection is the safeguarding of the privacy rights of individuals in relation to the processing of personal data. The Acts confer rights on individuals as well as responsibilities on those persons processing personal data. Personal data, both automated and manual are data relating to a living individual who is or can be identified, either from the data or from the data in conjunction with other information.  A more detailed policy is available in our Data Protection Policy.

[bookmark: _Toc442102450]DISCIPLINARY PROCEDURE

[bookmark: _Toc39124884]Purpose
The disciplinary procedure of Comeragh Wilderness Academy is designed to help and encourage all employees to achieve and maintain high standards of conduct, job performance and capability. The disciplinary procedure aims to help employees whose performance or conduct falls below service requirements to achieve the necessary improvement.  Formal procedures are vital to ensure consistent and fair disciplinary action at all times.  
[bookmark: _Toc39124885]
Application
In order to achieve consistency and fair treatment, this procedure applies to all employees in the company. Management reserves the right to depart from the precise requirements of the procedure outlined below where it is deemed reasonable to do so and where the resulting treatment is deemed to be fair.  

In order to maintain the smooth and effective running of the company, there are certain areas where disciplinary action may be required.  

These include:

1. Poor Work Performance/Capability:
This relates to the employee’s ability and application to carry out the role they have been employed to do.  Disciplinary action in this area will only be initiated once the employee is clear and understands what is expected of them.

1. Misconduct:
This applies where it is alleged that there is some fault or blame on the part of the employee concerned through a breach of the service’s standards of behaviour and rules and regulations.  This can include persistent poor timekeeping, disruptive behaviour or any other act which the service considers to be a breach of the standards of required discipline.  Please refer to the list under misconduct.

1. Gross Misconduct:
This refers to gross breaches of misconduct, i.e. where it is alleged that an employee has deliberately broken service rules and regulations or standards of behaviour.  This may include, bullying, sexual harassment, fraud, theft, or any other serious offence.  Any breaches of serious offences could result in summary dismissal.  Please refer to the list in the gross misconduct section.
[bookmark: _Toc39124886]
General Information

This disciplinary procedure allows for warnings to be given (following a disciplinary hearing) for failure to meet service standards of job performance, conduct and attendance.  A breach of the employee’s terms and conditions of employment may also prompt disciplinary action.  

· The general principles of natural justice and fair procedures will be upheld at all times. 
· A note taker may be appointed to record an investigation and/or disciplinary meetings. 
· The notes of the meeting will be circulated to all parties.
· Time frames may be extended by mutual agreement.
· Mediation may be considered as an appropriate option to use by the employer subject to the employee’s agreement to participate in the process. 
· Employees may be suspended depending on the nature of allegations or matter arising. Suspension, with pay, will only apply after full consideration of the necessity for same pending a full investigation of the conduct in question.
· Management may be required to undertake an investigation into the allegations, and this will involve interviewing the employee who is subject to the process and any parties who may be deemed as witnesses. All parties may be accompanied by a colleague, friend or union representative. 
· An external HR professional maybe requested to participate in the process if deemed appropriate by the Company. 
· The informal process may include a “facilitation session” with a third party (for example one of the Directors or an external third party could facilitate a resolution between two staff members) if agreeable and acceptable by both parties.

Disciplinary Meetings

Disciplinary meetings will be held with the employee so that the employee can respond. Management will never give a warning or decide on the level of a warning until AFTER this meeting takes place and the employee is given a fair hearing under the principles of natural justice. The meeting will ALWAYS be adjourned, and all aspects considered before a discipline or warning is imposed. A discipline/ warning may not be imposed if the employee’s response is satisfactory.  Disciplinary meetings will be attended by the person appointed by the company to conduct the investigation, e.g. the services manager or another party as deemed appropriate, the services manager’s representative, the employee and the employee’s representation (this may be in the form of a colleague) if they wish to have a representative present. The warnings outlined below are for guidance purposes only.

Procedure
This disciplinary procedure allows for warnings to be given for failure to meet service standards of job performance, conduct, attendance etc.  A breach of the employee’s terms and conditions of employment may also prompt disciplinary action.

Generally, sanctions will be issued on a progressive basis as follows:

Stage 1 	Verbal Warning
Stage 2	Written warning
Stage 3	Final Written warning
Stage 4	Dismissal

Should an employee fail to improve after the first sanction of a verbal warning, or indeed, if there are new areas of conduct to be addressed, the organisation will proceed through each of the stages as above.

However, the final determination of the level of sanction will only be determined following a disciplinary hearing. The company therefore has the right to issue any sanction up to and including dismissal, dependent on the gravity of the matter under investigation and following a fair process and in line with the principles of natural justice.

Informal Stage/ Counselling
At this early stage, the main aim of the procedure is to help the employee achieve the required standard of performance or behaviour. The services manager may decide to initiate this procedure depending on the nature of the matter.


The Services Manager will:
· Informally meet with the employee to discuss with them the unacceptable behaviour or weak area of their performance.
· Agree on improvement measures and the timeframe for these improvements
· Offer to support and coach the employee to improving their performance.
· Decide on a date to review the progress.
· Inform the employee in a clear manner of the next steps in the procedure if agreed standards of improvement are not achieved.
· Maintain a record of the meetings held.

At this informal stage mediation may also be considered as an option

Formal Process
The formal disciplinary procedure may be initiated for a number of reasons.  Examples of misconduct and gross misconduct are outlined at the end of this section.

Investigations
· An investigation will be carried out in line with the disciplinary policy. Not all matters may require investigation, but it is likely that most matters will require same.
· The employee has the right to representation at all meetings as part of the process. However, the representative cannot answer on behalf of the employee.
· The representative’s role is to be a support person for the employee and clarify process / procedure if necessary. The representative is not permitted to directly question (or cross examine in a legalistic manner) witnesses.
· Notes of all meetings will be taken. The organisation reserves the right to have a note taker present.
· A record of the meeting with the employee will be provided and the employee will be required to sign to confirm the contents of same.
· The company will endeavour to conduct and complete the process in a timely manner in the interest of all parties concerned.
· If, due to extenuating circumstances, Comeragh Wilderness Academy is unable to fulfil the requirements within the timeframes outlined, the employee will be notified and the reason for the delay and expected new timeframe provided.
· On completion of the investigation and dependent on the outcome of the investigation, the services manager will convene a disciplinary hearing.

Stage One – Verbal Warning
The services manager or appointed person will convene a disciplinary meeting.

The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their representative will be asked to re-join the meeting and they will be informed of the decision. (See information relating to disciplinary meetings)

The verbal warning should be given by the services manager or appointed person.

The employee will be informed of:
1. What the issue/matter is.
2. What action or improvement is required by the employee?
3. Set a date for review meeting.
4. What will happen if there is no improvement made by the employee.

The verbal warning will be issued verbally and in writing and in duplicate, a copy of which will be given to the employee to sign, and it should be returned to the services manager.  This signed copy will be placed on the employee’s personnel file for a period of 6 months. 

All warnings issued must include the appeals process.

Stage Two– Written Warning
The services manager or appointed person will convene a disciplinary meeting.

The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their representative will be asked to re-join the meeting and they will be informed of the decision. (See information relating to disciplinary meetings)



A written warning should be given by the services manager or appointed person.    The warning should state:
1. What the issue/matter is.
2. What action or improvement is required by the employee?
3. Set a date for review meeting.
4. What will happen if there is no improvement made by the employee.

The warning will be issued verbally and in writing and in duplicate, a copy of which the employee should sign and return to the services manager.  This signed copy will be placed on the employee’s personnel file for a period of up to 12 months. 

All warnings issued must include the appeals process.

Stage Three – Final Written Warning
An identified Director and/or appointed person will convene a disciplinary meeting.
The employee will be given the opportunity to state their case.

The meeting will be adjourned to decide what course of action will be taken, the employee and their representative will be asked to re-join the meeting and they will be informed of the decision. (See information relating to disciplinary meetings)

If the required improvement does not take place a written warning should be given by the named Director and/or appointed person.  The warning should state:
1. What the issue/matter is.
2. What action or improvement is required by the employee?
3. Set a date for review meeting.
4. What will happen if there is no improvement made by the employee.

The warning will be issued verbally and in writing and in duplicate, a copy of which the employee should sign and return to the named Director. This signed copy will be placed on the employee’s personnel file for a period of up to 12 months. 

All warnings issued must include the appeals process.

Stage Four – Dismissal
If there have been further breaches of discipline after the third stage or if an incident is so serious that the matter cannot be deal with at Stages 2 or 3, then the employer may decide to dismiss the employee. 

The process for dismissal is:
1. An appropriate investigation and consideration by the named Director or appointed person.
2. A Meeting with the named Director and/or appointed person, the employee and their representative (See information relating to disciplinary meetings).
3. Outline the Company position to the employee.
4. Consideration by the Company of the employee and their representative’s position.

The dismissal will be issued in writing and will include the appeals process.


Misconduct & Gross Misconduct

[bookmark: _Toc39124892]The following are examples of misconduct and gross misconduct BUT this list is not exhaustive.

Misconduct
· Failure to comply with a reasonable request
· Abusive, objectionable, or insulting behaviour
· Excessive foul or abusive language
· Disorderly conduct
· Incapacity through drink or non-prescribed drugs
· Sleeping on the premises
· Failure to comply with written instructions

General Conduct at Work
· Unauthorised distribution of written material
· Unauthorised collection of money
· Failure to maintain the required standard of dress or presentation
· Unauthorised absence from place of work
· Failure to conduct duties in a satisfactory manner

Performance
· Neglect of duties (not attributable to lack of training)
· Negligent performance
· Persistent failure to meet job requirements 
· Output below required level
· Failure to maintain a satisfactory level of performance
· Wasting time or materials

Absence
· Absent without authorisation
· Persistent and unacceptable absence levels
· Failure to follow absence reporting procedures 
· Giving false evidence of incapacity to work

Time Keeping
· Regularly or persistently late for work
· Leaving early
· Regular unauthorised absence from place of work




Gross Misconduct:
Theft & Fraud
· Stealing from the company and/or fellow employees
· Falsification/manipulation of records/information
· Fraudulently obtaining payments for work not done
· Accepting gifts, payment, or bribes from people 
· Misappropriation of monies
· Failure to observe and comply with any legislation, regulations, policies, and procedures
· Entry of fictitious business
· Collecting monies on behalf of Comeragh Wilderness Academy and failing to account therefore at the proper time. 

Behaviour
· Fighting 
· Bullying
· Harassment
· Physical and verbal assault
· Gross immorality or indecent behaviour
· Possessing illegal drugs on company premises
· Under the influence of non-prescribed drugs 
· Possessing firearms or offensive weapons
· Smoking where it is prohibited for safety reasons
· Drunkenness at work
· Repeated failure to comply with a reasonable request

Health & Safety
· Serious cases of non-compliance with health and safety procedure
· Breaches of any Health & Safety policies, protocols, work place practices as required relating to COVID 19.

Equal Opportunities
· Serious or persistent acts of sexual, racial, religious or disability discrimination
· Failure to observe the dignity of others

Breaches of Company policy or procedure
· Unauthorised release of company information
· Undertaking work in conflict with employer
· Continued failure to attend a disciplinary interview
· False declaration of information at the time of engagement, which would have affected the decision to offer employment 




Employees’ Rights
At each stage of the disciplinary procedure, employees have the right:
· To be informed of the complaint against them and be given sufficient opportunity to present their case and call witnesses to support their case, as appropriate.
· To be accompanied to disciplinary meetings by a representative (this can be in the form of a colleague) 
· To be given an opportunity to present their case before a decision regarding the discipline to be imposed is reached.
· To normally not be dismissed for a first offence, other than gross misconduct.
· To be informed and encouraged to use the right of appeal.

Appeal Process
· An appeal should be made by the employee to the named Director in writing within two weeks of the disciplinary action being taken.
· The company will appoint an individual to investigate the appeal. 
· The person hearing the appeal should not have a previous knowledge of the matter.
· A meeting will take place within two weeks of the application to appeal the disciplinary decision.
· The outcome of the appeals process will be issued to the employee in writing within one week.

NOTE: All employees are required, under their Contract of Employment, to participate in any investigation associated with this policy as a complainant, respondent, or witness. 

DRESS CODE
A professional appearance is important as a representative of Comeragh Wilderness Academy. Staff should present a professional image and a high standard of grooming and personal hygiene at all times. The dress code is smart casual. It is a requirement that all employees be always professionally, respectably dressed, and presentable.

ELECTRONIC MAIL & INTERNET POLICY

Purpose
To protect Comeragh Wilderness Academy employees and its clients and associates

Scope
All employees of Comeragh Wilderness Academy. 

Policy & Procedures
The Company provides computer resources for its employees to create an infrastructure that will facilitate communication within and outside the Company and store and process information required by the Company to conduct its business activities. The purpose of these rules is to set out the terms and conditions on which employees may use Comeragh Wilderness Academy computer resources.
 
The email and the Internet are to be used at all times in a manner that is consistent with these rules when dealing with matters of whatsoever nature relating to the Company, whether working at the Company’s offices or at home [where this is applicable].  Breach of these rules will be treated as a disciplinary matter and, depending on the severity of the breach, may result in disciplinary action up to and including dismissal. Breach of these rules may also attract civil and/or criminal liability to both the Company and the individual.  It is everyone's duty to use the email, Internet and Intranet systems responsibly, professionally, ethically and lawfully.

[bookmark: _Toc170119324][bookmark: _Toc181150661]Copyright
Care must be taken to ensure that electronic communications do not infringe copyright in any works transmitted. This is unlikely to be a problem where the work has been created by the Company.  However, the transmission of material accessed over the Internet or the re‑transmission of material received from third parties, may in some circumstances infringe copyright.  If an employee has any doubt with regard to copyright, they should raise any concerns or questions to the services manager in the first instance.

[bookmark: _Toc170119325][bookmark: _Toc181150662]Security and Confidentiality
Email is not a secure medium of communication. Even where encryption or other security methods are adopted, it may still be possible for persons other than the sender or the intended recipient to gain access to the message at either end.  It is therefore important that you consider carefully, before each message is sent, whether email is the most appropriate means of communication. In certain circumstances, the contents of an electronic message may contain material which is confidential to a third party. In such cases it may be necessary to seek permission from the third party before the message is sent.
[bookmark: _Toc170119326][bookmark: _Toc181150663]
Software and the Company's Systems
No software may be used on the Company's systems unless it has been approved by Comeragh Wilderness Academy management (i.e. Apple iTunes etc. and is licensed for use by the Company on its network).  Particular care should be taken to ensure that messages received from third parties do not contain executable files, attachments or other software which may have an adverse effect on the operation of the Company's systems.

[bookmark: _Toc170119327][bookmark: _Toc181150664]Email Contracts
Contracts entered into by way of email or through the Internet are as binding on the Company as those agreed by traditional methods. Consequently, you should take great care to ensure that no agreements or contracts are concluded until all the relevant terms are confirmed and accepted.  If unsure in any situation, you must speak to the services manager before proceeding. You should note that both external and internal email communications could be produced as evidence in a court of law. 

[bookmark: _Toc181150666]Permitted Email Use
Reasonable use by you of a personal email address for non-work-related matters is permitted provided always that such use does not otherwise breach these rules, is brief and does not disturb your work or the work of other employees.  The Company reserves the right to withdraw this permission temporarily or permanently where it believes these conditions are not complied with.
[bookmark: _Toc170119329][bookmark: _Toc181150667]
Restriction and Monitoring of Email Use
The email system offers a fast and effective method of communication but there will be situations where phone or personal contact is better, particularly where the message is complex and/or requires an immediate response.

Material that is fraudulent, discriminatory, harassing, embarrassing, sexually explicit, profane, pornographic, obscene, intimidating, defamatory of individuals, firms or corporations or is unlawful or which the Company considers is inappropriate may not be routed, accessed, downloaded, sent or circulated by email or other form of electronic communication (such as bulletin board systems, newsgroups, chat groups) or displayed in or stored in the Company's systems. Where you receive email containing such material you should immediately report this to management who will inform you of the action that will be taken. 

Notwithstanding Comeragh Wilderness Academy has the right to monitor the contents and usage of the Company’s email system and to open mailboxes to support operational, maintenance, auditing and compliance activities (including compliance with employee policies), all employees should use email with the knowledge that the Company has the right at any time examine the content of email communications to protect the firm 

Email monitoring systems will be used to protect the Company’s systems including to: -
· Check mail messages for viruses and clean them before they enter the mail system.
· Filter out mail messages with attached video files unless relevant in terms of promotions.  Video files tend to be very large. They can have an adverse effect on the delivery of other mails, especially those from the Internet.
· Filter out offensive language.
· Support operational, maintenance, auditing and investigative activities.
· Verify that this policy is being complied with.
· Detect employee wrongdoing and investigate reasonably founded suspicions of policy breaches or misconduct.
· For security and/or network management reasons; and
· For other legitimate business purposes.

Opening mailboxes for investigation requires authorisation by the director on a case-by-case basis.  The Company may then search the mailbox, hard disk, network drive relevant backups.

[bookmark: _Toc170119330][bookmark: _Toc181150668]Outgoing Email
It is of critical importance to ensure that recipients of email from the Company receive only that which it is intended they receive. In addition, care must be taken to ensure that where attachments, such as documents, are being sent by you that the correct version of the document is sent.

The same degree of care with regard to clarity, content and presentation should be taken when issuing documents or correspondence by email as when issuing documentation/correspondence on the Company letterhead.

[bookmark: _Toc170119331][bookmark: _Toc181150669]Incoming Email
It is important that emails received by you are opened, read and dealt with on a timely basis.  You should not acknowledge messages unless there is a need to or you have something to add to the original message.  Remember – data of any type from a third party, including emails, may harbour viruses.

You should not open unsolicited emails if you do not know their source as they may contain a virus. You should immediately report receipt of such an email to management who will inform you of the action that will be taken.

[bookmark: _Toc170119332][bookmark: _Toc181150671]Virus Detection and Protection
Viruses may cause substantial damage to the Company's computer systems.  You are responsible for taking reasonable precautions to ensure that they do not introduce into the Company’s network any self-replicating/propagating software that may delete or alter data.  The Company will check incoming emails for viruses prior to passing them onto the intended recipient.  

You may not install or use unauthorised software on any of the Company’s systems or download software from the Internet.  Files or other material should not be loaded from a floppy disk/ USB KEY or any other digital device that has been brought into the Company from an external source unless the disk / USBKEY or other digital device has first been virus-checked by management. You may not use passwords or encryption keys unknown to Comeragh Wilderness Academy.

[bookmark: _Toc170119333][bookmark: _Toc181150672]Access to and use of the Internet

Permitted Internet Use
Internet access through the Company is provided to assist you with your work. Reasonable use of the Internet is permitted for non-work-related matters provided such use does not otherwise breach these rules, is brief and does not disrupt your work or the work of other employees, for example you are permitted to use the internet for personal use at break times. The Company reserves the right to withdraw this permission temporarily or permanently where it believes these conditions are not complied with.

Restriction and Monitoring of Internet Use
The Company reserves the right to restrict and monitor the use of Internet resources.  The Company monitors and reviews the traffic out to and in from the Internet.  A record of Internet sites visited by any employee through any of the Company’s connections or on any of the Company’s computers may be kept and used by the Company at its discretion.  Connections into the network of the Company may only be arranged for and administered by appropriate employees.  This includes individual remote access by phone, as well as connections by external third parties, for purposes such as exchanging Internet content, electronic commerce or other system access.

Use of the Internet is subject to monitoring by the Company:
· To support operational, maintenance, auditing and investigative activities.
· To verify this policy is being complied with.
· In the course of an investigation triggered by indication of misuse or misconduct.
· For security and/or network management reasons; and
· For other legitimate business purposes.

Monitoring includes, but is not limited to, electronic scanning for source and destination addresses. The distribution of any information through the Internet is subject to the scrutiny of the Company. The Company reserves the right to determine the suitability of such information.

Personal Websites/Outside Activities
It is our policy that you devote your full working time and loyalty to the Company’s business. Any outside business-related activities must be notified to the Company and be approved by management to ensure that there is no conflict. The creation and operation of a personal web site is subject to this general policy if the site has any business or commercial application.

Use of Company Resources
No Company resources or property of any type may be used by an employee in the development or operation of a personal web site. Any work carried out by employees on their personal web sites must be done in their own time and neither during working hours nor from Company premises.

References to the Company
There must be no direct reference or inferred association to the Company or use of the Company logo in any part of a personal web site. Use of any hyperlinks to any Company web site is strictly prohibited.

Passwords and Logins
You may not print or share passwords or logins with anyone outside of the employees of Comeragh Wilderness Academy for access to the Company’s systems nor store them online.  Employees should make arrangements to permit their Manager access to password restricted systems prior to or during any period of absence, where necessary.  Passwords should be carefully selected so that they cannot be easily guessed. 
 
[bookmark: _Toc442102451][bookmark: _Hlk48656773]EDUCATION AND TRAINING
[bookmark: _Toc437260157][bookmark: _Toc437260374][bookmark: _Toc442102452]The Management of Comeragh Wilderness Academy recognize the value of training and development opportunities for employees which are intended either to lead to enhanced job performance, or significantly contribute to relevant professional development.  These opportunities may be provided within or outside the company. It is a condition that all employees will undertake and complete such training or development courses at the company’s expense, as are deemed necessary by their services manager for the efficient discharge of their duties or to further the objectives of the company.

EQUAL OPPORTUNITIES 
Purpose 
The purpose of this policy is to demonstrate the employer’s commitment to equality of opportunity for existing and potential employees in line with the requirements of the Employment Equality Acts, 1998-2015, by promoting a work environment that affirms our commitment to the personal dignity and worth of each employee.   

Scope 
This policy applies to all present and potential employees of Comeragh Wilderness Academy. 

Policy 
Comeragh Wilderness Academy is committed to equal opportunity for all employees and all potential employees of the company. As such employment decisions will be based on competencies, skills, merit and ability and qualifications.  Any decision in relation to employment will not be influenced by any of the aforementioned areas outlined within the purpose of this policy. 

At Comeragh Wilderness Academy, recruitment decisions will not be influenced by any of the above areas of discrimination.  We will ensure that discrimination on these grounds will neither occur directly or indirectly.  To reiterate the purpose of the policy, all recruiting decisions will be based on merit, abilities and qualifications. This policy applies to training, conditions of pay, promotion and every other aspect of employment.  

Responsibility 
Each and every employee of the company has a personal responsibility for the implementation of this policy.  This includes treating peers with dignity and respect.  Employees also have a responsibility to draw the attention of Management to discriminatory practices or areas where they believe individuals have been treated unfairly under the above aforementioned grounds. 

It is the responsibility of all employees to support and communicate this policy and to encourage open discussion to identify and resolve issues. 

Procedure 
Any employee who feels they have been treated unfairly in any employment related decision, such as promotion, training, conditions of employment or any other area should follow the company’s grievance policy and procedure. 

Any allegation of discrimination will be investigated.  Any individual found participating in any form of discrimination will be subject to disciplinary action up to and including dismissal.  (Please refer to the Disciplinary Policy and Procedure). 
Introduction 
Comeragh Wilderness Academy is an equal opportunities employer and the aim of this policy is to help ensure that all employees are able to work in an environment that is free from discrimination and able to achieve their full potential in their jobs. 
It is the aim of the company to employ individuals who are suitably qualified or who have the ability to develop the skills necessary to undertake their employment duties.  
All matters relating to employment - including recruitment, compensation, transfer, training, promotion will be decided upon solely on the basis of the application of objective criteria and individual merit. 
The company is committed to a policy of equality and non-discrimination at all levels of its operation in relation to its management, employees, members and others connected with the company.
In addition, the company is committed to providing appropriate information and training to employees and management in relation to this policy. 
Responsibilities of Employer 
Comeragh Wilderness Academy recognises that the Employment Equality Acts, 1998-2015, prohibit discrimination, whether direct or indirect, whereby an individual is treated less favourably than others on any of the following grounds: 
1. Gender: this means (man, woman, transsexual) 
2. Civil status: includes (single, married, separated, divorced or widowed, civil partners and former civil partners) 
3. Family status: refers to (responsibility as a parent or as a person in loco parentis in relation to a person under 18, or as a parent or resident primary carer of a person over 18 with a disability which is of such a nature as to give rise to the need for care or support on a continuing, regular or frequent basis) 
4. Disability: includes (people with a physical, intellectual, learning, cognitive or emotional disabilities and a range of medical conditions)
5. Sexual orientation: Includes (gay, lesbian, heterosexual, bisexual 
6. Age, (applies to those over the maximum legal age for attending school, however an employer may set a minimum age, not exceeding 18, for recruitment to a post) 
7. Religious belief: means (different religious background or outlook as well as the absence of religious belief) 
8. Race: includes (race, colour, nationality or ethnic / national origin) and  
9. Membership of the Traveller community 

In addition, the company will not discriminate on the ground of membership or non-membership of a trade union. In this context management will not tolerate discrimination among employees who are members. 
Comeragh Wilderness Academy will, in accordance with the Employment Equality Acts 1998 & 2011, as amended, make reasonable accommodation for a person with a disability by taking appropriate measures where needed in a particular case to enable that person to access employment, participate or advance in employment or undergo training unless the measures would impose a disproportionate burden on Comeragh Wilderness Academy. 
Discrimination is prohibited in relation to all aspects of employment within Comeragh Wilderness Academy including: 
· Rules, instructions and practices within the company
· Access to employment in Comeragh Wilderness Academy Terms and conditions of employment, including pay 
· Training, work experience and promotion  
· Dismissals, redundancies, overtime, transfers, lay-offs and disciplinary procedures 
· The service provided by Comeragh Wilderness Academy including interaction with the public, other organisations, publications and publicity material. 

Indirect discrimination occurs where an apparently neutral provision puts persons within a category covered by the grounds for discrimination at a particular disadvantage compared with other employees unless the provision can be objectively justified and the means of achieving that aim are appropriate and necessary. 
The definition of "discrimination" also includes discrimination by association or imputation on any of the above grounds.  
Complaints 
The company will investigate all allegations of discrimination on the above grounds. Breach of any aspect of its equality policy by management or employees will not be tolerated and may lead to disciplinary action. If it is decided not to take any action against the alleged offender, the complainant can appeal the decision by using the grievance procedure.  

Victimisation 
Comeragh Wilderness Academy recognises that victimisation of an employee under the following circumstances is prohibited by the Employment Equality Acts, 1998 & 2011, as amended:
· for bringing a complaint of discrimination 
· for supporting or representing a complainant 
· where the work of the employee is compared with that of another employee for any purpose connected with equality legislation 
· for being a witness in any proceedings under equality legislation 
· for opposing by lawful means anything that is unlawful under equality legislation 
· for giving notice of an intention to do any of the above 

[bookmark: _Toc442102453][bookmark: _Toc437260106][bookmark: _Toc442102455]EMPLOYEES PROPERTY
[bookmark: _Toc437000281][bookmark: _Toc437001513][bookmark: _Toc437260107][bookmark: _Toc437260324][bookmark: _Toc442102456][bookmark: _Toc437260108]The Company does not take responsibility for the loss or damage of employees’ property, including motor vehicles, bags, clothing, etc on company premises.  However, employees should report all property lost or found to Management as soon as they notice it missing.

[bookmark: _Toc437260121][bookmark: _Toc442102470]EXIT INTERVIEWS
Exit interviews are interviews conducted with departing employees, just before they leave. From the employer's perspective, the primary aim of the exit interview is to learn reasons for the person's departure. Exit interviews are also an opportunity for the organisation to enable transfer of knowledge and experience from the departing employee.

When an employee is leaving, they will be asked to complete an exit interview.  The purpose of this interview is to obtain information as to how the company may improve to the mutual benefit of all.
Although it is not mandatory to complete an exit interview, the company would appreciate it if you would partake in this exercise for the greater good of the company and its employees.
All information gathered by the company is confidential and only used for the purposes outlined above.


[bookmark: _Toc437260122][bookmark: _Toc442102471]GRIEVANCE PROCEDURE
Purpose 
The purpose of this policy and procedure is to resolve disputes amicably and speedily for all employees. 

Responsibilities 
The parties to this policy and procedure accept as a primary objective that all disputes and grievances must be resolved at the earliest possible stage of this procedure and without undue delay. Management have a responsibility to take appropriate measures to ensure as best as possible that an employee who has a grievance is not victimised and that any complaints raised by employees either informally or under the formal grievance procedure are dealt with promptly and fairly in a manner that respects the right of an employee to air his/her grievance. 

Procedure
Before invoking the grievance procedure, the employee may raise the matter informally with the Services Manager. If the matter has not been resolved satisfactorily through informal discussions, the employee may raise a formal complaint under the grievance procedure. 

Stage One 
· If an employee has a grievance, he/she must raise the issue with the person concerned or, if not appropriate, the services manager or one of the Directors as the circumstances may warrant. 
· A meeting will be arranged to discuss the matter not later than seven working days following receipt of the complaint. 
· An employee has the option to have a colleague present. 
· Following this meeting, the decision will be conveyed in writing to the employee within seven working days. 
· If the grievance remains unresolved at this stage, the employee must process the grievance to Stage 2. The services manager must maintain a written record of the grievance. 
· Mediation may be used as an option to resolve grievances [see below].

Stage Two 
· The grievance must be stated in writing and presented to the named Director within five working days if the matter remains unresolved after Stage 1. 
· A meeting will be arranged to discuss the matter not later than seven working days following receipt of the complaint. 
· Following this meeting, the decision will be conveyed in writing to the employee within seven working days. 
· It the grievance remains unresolved at this stage the employee must process the grievance to Stage 3 of the grievance procedure. 
· The named Director or nominee must maintain a written record. 

Stage Three 
· The Company may organise an appropriate forum to hear the grievance.
·  A meeting will be arranged to discuss the matter not later than seven working days following the forum’s receipt of the complaint. 
· Following this meeting, the decision will be conveyed in writing to the employee within seven working days. 
· If Stage 3 is not resolved the employee must process to stage 4 of the grievance procedure.
· The named Director or nominee must maintain a written record. 


Stage Four 
· Should the decision not be acceptable to the employee he/she may appeal to a relevant third-party institution. 
· Once a grievance has been raised normal working must continue while the matter is processed through the disputes and grievance procedure. Normal working must apply whether the dispute is of an individual or of a collective nature. 
· Whilst a grievance is being pursued any lawful instruction given should be carried out, albeit under protest if necessary, until the matter has been dealt with under the above procedure. 

Mediation 
Where the informal procedure fails to resolve an issue, mediation is another option and can be introduced at any stage.  Mediation requires the voluntary participation and co-operation of all parties to the complaint.  
Where mediation is availed of, the following applies:
· An independent mediator has to be agreed by both sides.
· Mediation does not deny the right to a full investigation at a later date.
· The information that arises in mediation is confidential and cannot be used later in an investigation.

NOTE: All employees are required to participate in any investigation associated with this policy as a complainant, respondent, or witness 

[bookmark: _Toc437260123][bookmark: _Toc442102472]HEALTH SAFETY AND WELFARE

The Health, Safety and Welfare Policy of Comeragh Wilderness Academy is to ensure that employees:
· Are familiar with the Safety, Health & Welfare at Work Policy of Comeragh Wilderness Academy
· Do not take any action which would threaten the health, safety and welfare of themselves, other colleagues, clients, or members of the public.
· Report all accidents and incidents to the services manager for recording in the accident/incident book.
· Endeavor to ensure a healthy and safe environment for staff and clients.
· Understand that it is the responsibility of every employee to take responsibility for their own health and safety and other person who may be affected by any act or omission at work. 
· Use any protective equipment that may be provided
· Co-operate with Comeragh Wilderness Academy in complying with health and safety legislation. 

There is a kitchen facility which can be used for refreshments at break times by employees.   This area should be kept clean and tidy at all times.

Bathroom facilities are provided for employees use.   This area should be kept clean and tidy at all times.

There is a statutory ban on smoking in the workplace.  In addition, there is a ban on e-cigarettes in the workplace.

In relation to the premise’s employees are required to comply with any procedures regarding safety and security and lock up etc.

Comeragh Wilderness Academy has a Safety Statement for its premises which is reviewed regularly and formally updated and signed off on an annual basis as per legislative requirements.  Employees have a right to make representations to the Management on safety, health and welfare issues and the Management will take account of any such representations, as far as is reasonably practicable. At present, employees are required to report any possible hazard to their services manager. There is also a requirement to report every accident (no matter how trivial). Employees should be aware that breaches of safety rules may result in disciplinary action, up to and including dismissal.

Building Safety
The company has appointed a Fire Marshall and First Aid Officer.  They names are displayed on the notice board

Fire Marshall: Mr. Carlson Funk.
First Aid Officer: Mr. Quentin Weaver.
[bookmark: _Toc437260087][bookmark: _Toc442102433]


Building/grounds Security
Visitors
· All employees are expected to play a responsible role in security matters.  
· Visitors should be directed to the waiting area and asked to sign in on entering the premises.  Visitors should be asked to wait at the waiting area until the individual whom they are visiting meets them at that area. 
· Visitors must not be given free access within the building/grounds and should be accompanied at all times.
· Visitors should be asked to sign out when leaving the premises.

Employees
All employees should ensure that the building is locked up and windows closed. 

Health & Safety while Working 
All appropriate health & safety equipment must be worn at the appropriate time. 

Failure to follow the Health & Safety requirement in use of equipment and or wearing of PPE will result in the discipline policy and procedure being invoked. 

Health & Safety is paramount, and all procedures must be followed.  If an employee is found to be in breach of health and safety procedures this will result in the discipline policy and procedure being invoked. A zero-tolerance approach is in place and any breach will be seen as gross misconduct. 

Health & Safety Training
Employees will be required to participate in mandatory health and safety training such as fire safety, first aid responder and manual handling.
[bookmark: _Toc437260124][bookmark: _Toc442102473]
INDUCTION
[bookmark: _Toc442102474]Comeragh Wilderness Academy considers that putting in place an induction procedure is an essential part of good employment practice and is therefore committed to providing an induction programme for all staff. The induction process is part of the company’s overall performance management programme.

The objectives of the induction programme are as follows:
· To explain the purpose of Comeragh Wilderness Academy its aims, commitment, and standards
· To assist new employees to learn about the company
· To educate new employees on the processes and procedures used within the firm with regard to their particular job, completion of paper work for clients and for office use, general administration procedures, reporting structures, confidentiality, data protection, etc.
· To explain where their job fits into the overall company
· To explain important specific rules such as health and safety practices and systems in place.
· To provide an opportunity for new employees to learn about the culture of the company and its policies, for example, in relation to the overall business, sick leave, annual leave, equal opportunities and harassment
· To provide an opportunity for new employees to discuss any areas of difficulty

The induction programme is tailored to meet the needs of individual employees, using the job description, the employee's CV, and experience. The programme will be discussed and agreed with the employee on his/her appointment. 


[bookmark: _Toc437260127][bookmark: _Toc442102477]MOBILE /TELEPHONE
[bookmark: _Toc437000315][bookmark: _Toc437001549][bookmark: _Toc437260128][bookmark: _Toc437260345][bookmark: _Toc442102478][bookmark: _Toc437000316][bookmark: _Toc437001550][bookmark: _Toc437260129][bookmark: _Toc437260346]Personal mobile phone calls must also be kept to a minimum during working hours and it should not interrupt the work for clients and the satisfactory fulfillment of your role. While the company telephone may be used to make personal calls, international calls are prohibited and as it is primarily a business phone personal calls should be kept to a minimum.

Employees may use their personal mobile phone for work and any work-related calls are reimbursed to employee’s subject to submission of mobile phone bills on a monthly basis.

[bookmark: _Toc442102479]NO SMOKING
[bookmark: _Toc437000342][bookmark: _Toc437001568][bookmark: _Toc437260131][bookmark: _Toc437260348][bookmark: _Toc442102480][bookmark: _Toc437000343][bookmark: _Toc437001569]It is illegal to smoke in the workplace.  The company is obliged to protect the health of employees and visitors to their premises.  Any person found guilty of breaching the ban may be subject to a fine of €3,000 by legislation. Breaches of the smoking regulations will be dealt with under the company disciplinary procedure.  The use of E-cigarettes/vaping is also prohibited. 

[bookmark: _Toc442102481]PARKING
Comeragh Wilderness Academy are not responsible for employee’s car’s parked onsite. Vehicles are parked at your own risk. 

[bookmark: _Toc442102482]PROFESSIONAL CONDUCT
Comeragh Wilderness Academy reputation with the clients is maintained by the high standards of work, conduct and appearance of its employees. The required standards will be discussed with a new employee during the induction period and the acceptance of these standards is a basic part of employment with the company

Any plans, working practices, policies and procedures or other documents that you may develop or work on during your employment with Comeragh Wilderness Academy will remain the property of the company.

You may not remove these documents from the organisation's premises at any time, without proper advance authorisation, any document or other property which belongs to Comeragh Wilderness Academy or contains or refers to any confidential information relating to the organisation, its customers, third parties or any organisation within Comeragh Wilderness Academy. 

Friends and relatives should be discouraged from calling to the office premises or contacting you by phone except in an emergency.

We respectfully request that no political or religious views are discussed on the premises. These are very personal issues and to do so may cause offence to fellow workers.

RECORD KEEPING
Under the Organisation of Working Time Act [Records] Prescribed Form and Exemptions] Regulations, 2001 employees are required to complete a record of hours worked less breaks.  This is to ensure that employees receive their break entitlements.  If an employee has any concerns regarding the receipt of break periods they should contact the line manager immediately in writing to confirm same. Employees are required to complete the record keeping forms on a monthly basis.

[bookmark: _Toc442102483]RECRUITMENT & SELECTION
Comeragh Wilderness Academy Recruitment & Selection procedures ensure that the company hires quality employees in a fair, consistent and professional manner and there is no discrimination on any grounds at any stage of the recruitment process in accordance with Equal Opportunities legislation. We strongly believe our employees are, and will continue to be our strategic advantage, which best equip us to compete in the marketplace.  
[bookmark: _Toc442102484]PERFORMANCE MANAGEMENT
[bookmark: _Toc136923052]Performance Management is a continuous process and it remains the responsibility of both employees and management to have frequent and open discussions about any issues which arise for support, encouragement and praise as appropriate.
Appraisal
Annual Performance Appraisals are part of the Performance Management system. Employees will be given various KPI’s throughout the year in relation to the business.  Employees will be met throughout the year, usually bi-annually, in relation to KPI’s with an overall annual review each year.  However, it may be necessary to review some individuals at shorter intervals.

Performance appraisal is an assessment by the employee and employer of how the employee is doing in the job and what needs to be done in order to ensure that s/he can develop further in the role.  It provides a structured opportunity for the employee and their services manager to review the employee’s work and plan for the future.  
The purpose of appraisal is:
· To reflect on how the worker is fulfilling his / her role.
· To affirm what the employee has achieved over the period and his / her strengths in the role.
· To clarify and discuss any weaknesses and difficulties and how these might be addressed.
· To clarify the expectations of management.
· To review the employee’s job description and agree changes if necessary.
· To identify training needs and plan for future training.
· To set goals and targets for the employee over the next period.
[bookmark: _Toc136923053]
Performance
Management will endeavour to support and encourage all employees to achieve satisfactory levels of performance. If, however, after a reasonable period of support and assistance, an employee is still failing to meet minimum standards of performance, management will have no alternative but to invoke the disciplinary procedure.
	
[bookmark: _Toc442102485]
PROTECTED DISCLOSURE [WHISTLEBLOWING] POLICY

Purpose
This policy is to ensure that Comeragh Wilderness Academy remains committed to the highest standards of openness and accountability in all aspects of their work. 

Scope
All employees and Directors of Comeragh Wilderness Academy.

Policy & Procedure
An important aspect of accountability and transparency is a mechanism to allow employees and Directors to voice concerns in a responsible and effective manner. It is a fundamental term of every contract of employment that an employee will observe their contractual obligations to their employer and not disclose confidential information about the employer’s business. Nevertheless, where an individual discovers information which they believe shows serious malpractice or wrongdoing then this information should be disclosed internally without fear of reprisal. If the employee feels that they cannot discuss their concerns, with their services Manager, they should contact one of the Directors.

It should be emphasised that this policy is intended to assist individuals who believe they have discovered malpractice or impropriety in the conduct of the company. This policy is designed to enable employees of the company to raise concerns internally and at a high level and to disclose information which the individual believes shows malpractice or impropriety in all aspects including financial irregularities, breaches of legislation, or any criminal activity. 


Safeguards Protection
This policy is designed to offer protection to those employees of the company who disclose such concerns provided the disclosure is made in good faith.

Confidentiality
The Company will treat all such disclosures in a confidential and sensitive manner. The identity of the individual making the allegation may be kept confidential, in so far as is reasonably practicable. It is important to be aware that it may be necessary to disclose the identity of the employee who has made the disclosure in order to ensure that the investigation is carried out in accordance with the rules of natural justice. Therefore, the investigation process may reveal the source of the information and the individual making the disclosure may need to provide a statement as part of the evidence required.


Anonymous Allegations
This policy encourages individuals to put their name to any disclosures they make. Concerns expressed anonymously are much less credible, and more difficult to investigate, within the principles of natural justice, but they may be considered at the discretion of the Directors.


In exercising this discretion, the factors to be considered will include:
· The seriousness of the issues raised 

· The credibility of the concern 

· The likelihood of confirming the allegation from attributable sources 

Untrue Allegations
If an individual makes an allegation in good faith, which is not confirmed by subsequent investigation, no action will be taken against that individual. In making a disclosure the individual should exercise due care to ensure the accuracy of the information. If, however, an individual makes malicious or vexatious allegations, and particularly if he or she persists with making them, internal disciplinary action may be taken against that individual.


Procedures for Making a Disclosure
If an employee in good faith, has genuine concerns or has information, relating to possible impropriety in the conduct of the organisations business, they should outline their concerns and submit to their services manager.  However, if the information or concern relates to their services manager, other Senior Management then the concern should be submitted to the Chairperson.

The information disclosed will be considered, and the Chairperson will contact the employee making the disclosure. If on consideration of the facts, a more appropriate policy should be used such as Grievance, Complaints, Prevention of Workplace Bullying/Harassment/Sexual Harassment, the employee will be advised of the required process and the relevant policy will be invoked. 
 
Timescales
On receipt of a disclosure, the Chairperson/Board of Directors will acknowledge receipt within 5 working days, either in writing or by telephone, dependent on the contact details provided.

The individual will be advised who is dealing with the matter.

Due to the varied nature of these sorts of complaints/disclosure, which may involve internal investigators and / or external third parties including the Gardai, it is not possible to lay down precise timescales for such investigations.

The Chairperson and/or the Board of Directors will however ensure that the investigations are undertaken as quickly as possible. 

External Reporting
A worker should endeavour, in the first instance, to raise any concerns internally. It is the company’s intention that workers will not find it necessary to alert anyone externally. However, the company accepts that in certain circumstances it may be necessary to raise a concern externally, for example if the worker is not satisfied with an internal response to a disclosure. External disclosures should be raised through the below channels as applicable.
Prescribed Persons
A protected disclosure may be made to any “prescribed persons” (e.g. a regulatory body) prescribed by the Minister for Public Expenditure and Reform. Where a worker opts to make a disclosure in this manner, they must reasonably believe the information disclosed and any allegations made to be substantially true. 

The protected disclosure could be raised with the Revenue Commissioners or other relevant authority or it may be made through a legal adviser [barrister, solicitor, trade union] in the course of a protected disclosure. 

SOCIAL MEDIA & SOCIAL NETWORKING
Employees should be aware that when using social media [websites, Facebook, Twitter] that they represent the views of the company.  No information relating to the company its clients, customers or employees of the company should be referenced or referred to when corresponding on such sites. 

Computers and company laptops are not for personal use and should only be accessed for personal use during break times. Employees must not delete internet history at any time unless requested by their services manager.  

WORKING WITH Comeragh Wilderness Academy
The company acknowledge an employee’s right to move to other employment however there is an expectation that employees would:
· Ensure all Comeragh Wilderness Academy business information and that of its clients and suppliers remains confidential
· Not breach the data protection policy of the company in relation to data regarding clients, suppliers and any other related parts of the business
· Not canvass, solicit or approach or entice any other employee at Comeragh Wilderness Academy to engage in with a competitor business within at least two years after leaving employment.
· [bookmark: _Toc442102487]Not set up in competition to the company within a reasonable radius of Comeragh Wilderness Academy 


SECTION II– TERMS AND CONDITIONS

EXPENSES
[bookmark: _Toc437000296][bookmark: _Toc437001528][bookmark: _Toc437260159][bookmark: _Toc437260376][bookmark: _Toc442102454][bookmark: _Toc437000297][bookmark: _Toc437001529][bookmark: _Toc437000298][bookmark: _Toc437001530]Employees will be refunded expenses incurred on behalf of the company.  The correct procedures must be followed, and the appropriate receipts or vouchers must accompany each claim. All expenses must be submitted in a timely / monthly manner.  An expense claim form must be submitted for each refund requested and it will have to be approved by the services manager. Employees must exercise good judgement in relation to incurring expenses and all spending must be done in the best interests of the organisation. Any questions relating to expense reimbursements should be directed to the services manager.

[bookmark: _Toc442102489]GARDEN LEAVE
Comeragh Wilderness Academy reserve the right to impose Garden Leave where an employee is leaving the employment of the company to join a competitor. “Garden leave” is the term given to a situation whereby an employee is required to serve out a period of notice at home (or “in the garden”). During this period, the employee continues to receive all salary and benefits but is prohibited from commencing employment with new employers until the gardening leave period has expired. During the gardening leave period the employee’s access to confidential or customer’s information may be either restricted or denied. 

HOURS OF WORK 
Your normal place of work is described in your contract with Comeragh Wilderness Academy. The hours of work that apply to your role will already have been agreed with you in advance and detailed in your contract with Comeragh Wilderness Academy. Additional hours may be required in order to meet the needs of the business and you are asked to cooperate with any reasonable request to work additional hours.   
It may be necessary to change your working hours, on either a temporary or permanent basis, in order to meet the commercial needs of the business. As much notice as possible will be given to you regarding any changes in working hours, and you are asked to fully cooperate regarding temporary changes. Although permanent changes to working hours would only be introduced after full consultation, you would be expected to cooperate and not to normally withhold your consent to any changes. 
In certain circumstances where you are required to adjust or exceed the hours above in order to ensure the efficient discharge of your duties and/or to meet the needs of the business. The maximum average weekly working hours shall not exceed forty-eight hours in accordance with the Organisation of Working Time Act 1997.
You are required to undertake whatever duties may be necessary in order to fulfil the needs of the business and travel for work, as reasonably required. This may involve you providing support to other functional areas of Comeragh Wilderness Academy although you would only be expected to provide support in areas that were generally within your own work scope or level of ability. Flexibility is essential and your cooperation in this matter is appreciated.  

[bookmark: _Toc442102490]LAYOFF AND SHORT TIME WORKING
[bookmark: _Toc437260142][bookmark: _Toc437260359][bookmark: _Toc442102491]The Company reserves the right to lay you off from work or reduce your working hours, where through circumstances beyond its control it is unable to maintain you in employment. You will receive as much notice as is reasonably possible prior to such lay-off or short-time.   You will not be paid during the lay-off period.  You will be paid only in respect of hours actually worked during period of short-time.  If you are placed on lay-off you will receive payment for Public Holidays that occur during the first thirteen weeks only of lay off.

[bookmark: _Toc442102492]PROBATION
Employees are required to complete a probationary period.  Probation is the period at the beginning of the employment relationship which gives Management the time to ensure that the employee is suitable for the position and gives employees the time to ensure that the position is suitable for them. 

All newly hired employees are required to satisfactorily complete a six (6) month probationary period. A shorter probation period will apply where employees are employed on short fixed term contracts.  During the probationary period, performance, progress, and attendance will be monitored and reviewed quarterly.  During this period management will ensure that the new employee is fully assisted in understanding and becoming familiar with the demands of the position and that there is full discussion with the services manager about any problems or difficulties.  This will allow the employee to come to terms with the requirements of the job as outlined in the job description and the tasks set out for them.   The role of the services manager is to ensure that realistic tasks and performance expectations are set out for the new employee during the probationary period.
Comeragh Wilderness Academy reserves the right to terminate the employment contract at any time during the probationary period, without notice up to 13 weeks, and giving one week’s notice for employees who have completed 13 weeks of service, should the new employee fail to meet its standards of work and conduct.   
The Probationary period has a number of phases.  
Probation Meetings  
· An initial probation meeting will take place after two/three weeks and thereafter as determined by the services manager.  There will be at least a minimum of two meetings before the six-month probation.  
· The meetings will provide an opportunity to discuss any performance or attendance issues, the progress made and developmental needs which may have arisen during the period.  
· At that stage if there are any shortcomings, identified measures will be agreed to support improvements in performance.  The opportunity will also be there to discuss any barriers that may exist to the work and to agree ways to eliminate these.  

Six Month Probation Meeting
· A further formal meeting will be held during the final month of the probationary period to discuss progress since the previous review meetings. 
· This meeting will review progress against key tasks set out for the period & the success or otherwise of any measures that had been put in place to assist in improving performance.
· Subject to satisfactory performance, the appointment will then be confirmed in writing. 
· However, if management is not satisfied with performance, progress, and attendance at that stage, then they may extend the probationary period for a further period up to a maximum of 9 months or the employment contract may be terminated. 
· Comeragh Wilderness Academy reserves the right to suspend the remainder of the probationary period to cover the duration of any extended absence which occurs during the probationary period.

A record of both meetings will be signed by the employee and the services manager and placed on the personnel file.  

[bookmark: _Toc442102493]NOTICE PERIODS - TERMINATION OF EMPLOYMENT
Notice periods are set out in individual employee’s contracts of employment. Notice will be given in writing by either party.  Where this amount is less than that laid down in the Minimum Notice and Terms of Employment Act, 1973-2005, the Company will issue you with the appropriate period of notice as per the Act.

Gross misconduct may result in dismissal without notice or pay in lieu of notice, however, an investigation will be conducted before this decision is reached and due process will be followed in relation to all principles of natural justice.

The Company reserves the right to pay salary in lieu of notice. Any outstanding monies due to the company, through overpayment of annual leave or other emoluments/overpayments [including but not limited to training/conference agreements or supports] must be re-imbursed to the company prior to your departure. This will be deducted through your final wages or by other agreement if there are insufficient funds to meet the overpayment. 

Employees must return upon request and, in any event, upon the termination of their employment, all documents and items belonging to the Company or which contain or refer to any confidential information and which are in their possession or under their control.

[bookmark: _Toc442102494]REST BREAKS
The Organisation of Working Time Act, 1997 sets out the required rest breaks which are:
· Fifteen [15] minutes break for work more than four and a half [4.5] hours and 
· Thirty [30] minutes break for work more than six [6] hours

This is unpaid and it is not necessary to give both.  Comeragh Wilderness Academy typically provides one [1] unpaid lunch break which covers the legislative requirements for rest periods.

[bookmark: _Toc437000318][bookmark: _Toc437001470][bookmark: _Toc437260146][bookmark: _Toc437260363]REMUNERATION
[bookmark: _Toc437000319][bookmark: _Toc437001471][bookmark: _Toc437260147][bookmark: _Toc437260364]Salary levels are set out within your contract of employment.  Any review of salaries is subject to the discretion of management and you will be informed of any such change in writing.
[bookmark: _Hlk32828327][bookmark: _Toc437000320][bookmark: _Toc437001472][bookmark: _Toc437260148][bookmark: _Toc437260365]You will be paid as set out in your contract of employment. The pay reference for the purposes of Section 3 of the Terms of Employment Information Act 1994, as amended is monthly 
All salary and other payments shall be subject to deductions for PAYE, Pay Related Social Insurance (PRSI) and Universal Social Charge contributions as applicable and other agreed and statutory deductions. You will receive monthly wages advice slip showing your gross pay, deductions and net sum credited.  Please note that it can take three working days for payment to reach your account. Employees should check their bank to ensure payment has been received. If an error occurs, please inform the person with responsibility for payroll immediately so that the same can be rectified. Please note any bank charges incurred by you will be paid by you and not by Comeragh Wilderness Academy. The company reserves the right to alter the manner, method or frequency of remuneration where necessary. You will be notified in writing of any such alteration.
[bookmark: _Hlk34990807]You may request a written statement of your average hourly rate of pay for any pay reference period falling within the previous 12 months as set out under the National Minimum Wage Act, 2000.
[bookmark: _Toc442102495][bookmark: _Toc308555484]RETIREMENT
[bookmark: _Toc437000328][bookmark: _Toc437001554][bookmark: _Toc437260150][bookmark: _Toc437260367][bookmark: _Toc442102496]Normal Retirement Age for employees is on reaching the current social welfare retirement age.  You are advised to notify the company of your intention to retire as early as possible.

[bookmark: _Toc442102498]SECTION III - STATUTORY LEAVE ENTITLEMENTS & BENEFITS

ANNUAL LEAVE

Purpose
Comeragh Wilderness Academy is committed to the health and welfare of all its employees. The purpose of this policy is to outline the rules, regulations and legislative requirements regarding annual leave and public holidays in order to ensure that all employees enjoy the benefit of their entitlements. 

Scope
All employees of Comeragh Wilderness Academy: full-time, part-time and employees on a fixed-term or specific purpose contract. 

Policy
Under the Organisation of Working Time Act 1997, all employees who work under a contract of employment, irrespective of status or length of service, qualify for paid annual leave based on the hours they work. Comeragh Wilderness Academy complies fully with the Organisation of Working Time Act, 1997. Management has established an appropriate administrative procedure for recording annual and other leave. 

Annual Leave
Where an employee may work 1,365 hours during the annual leave year, they will receive four working weeks paid holiday entitlement during a complete holiday year. In the event these hours are not worked then the paid entitlement is as follows:
· 1/3 of a working week where at least 117 hours is worked in a calendar month or
· 8% of the total hours worked in the leave year
Both of the above are subject to a maximum of four working weeks

· The annual leave year runs from 1st January to 31st December each year.
· New employees are entitled to annual leave proportionate to completed months of service during the year of entry.
· [bookmark: _Hlk45880079]Annual Leave is taken as follows:
· 2 weeks to be taken in period May - September.
· One week at Christmas.
· Remaining 5 days as request subject to approval by the Company.
· Please note the company reserve the right to amend these leave periods as required.
· Time spent on annual leave or protective leave (e.g. maternity, adoptive leave etc.) constitutes part of the employees working year and thus qualifies for holiday and other entitlements.
· Annual leave must be taken in the leave year and carryover of leave may only be taken with the consent of the line manager. Carryover of leave will be in exceptional circumstances and the employee must request this in writing.  Management will agree to a maximum carryover of seven [7] days.  Any carryover must be utilised within the first four [4] months of the new year.
· On the termination of employment outstanding annual leave may be paid. Pay for annual leave will be based on the normal weekly rate of pay.
· Similarly, if an employee has taken in excess of their annual leave on leaving the company this adjustment will be made in the employee’s final pay by reimbursement to the company.

General Procedure
All holidays are approved at the discretion of the services manager. Every effort will be made to accommodate employees’ requests but, in certain instances, employees will be required to make alternative arrangements if their absence would affect the business needs of the company.

Employees must request annual leave in writing using an annual leave request form. All requests for leave, whether for a single day or for block holidays, must be made to the services manager. Employees should not book holidays unless the leave period has been approved by the services manager.

Only a certain number of employees can take annual leave at any one time. Where Comeragh Wilderness Academy receives requests from numerous employees to take holidays at the same time, the employees concerned will be consulted with a view to getting agreement, and Comeragh Wilderness Academy will make every effort to ensure that all employees are treated equitably in the allocation of annual leave for periods in demand (e.g. a ‘rota’ system may apply). 

Wherever possible, requests for annual leave should be submitted to the services manager at least four weeks before the annual leave is due to commence. Annual leave may be requested from January of each leave year. All leave applications are subject to the approval of the services manager and are granted subject to the business needs of Comeragh Wilderness Academy.  
It is not acceptable to take time off without prior agreement. Failure to adhere to this policy may result in the unauthorised leave being unpaid and/or may be subject to disciplinary action.

Sick Leave while on Annual Leave
An employee on annual leave is entitled to have the period covered by the certified medical certificate added back to their annual leave entitlement to be taken at another time only upon furnishing certified medical evidence of illness.

Entitlements on Leaving Employment
On leaving employment of Comeragh Wilderness Academy, pay due for that part of annual leave entitlement which has not been taken shall be calculated on a pro rata basis and paid to the employee in their last payment of wages.

Conversely a proportionate refund of annual leave payment will be due to Comeragh Wilderness Academy where annual leave in excess of entitlement has been taken in anticipation of actual entitlement for a full year and will be duly deducted from the employee's last wage payment, as stated in the contract of employment.


Public Holidays
[bookmark: _Hlk32827987][bookmark: _Hlk34203751]In addition to the annual holiday entitlement there are nine public holidays as follows:
[bookmark: _Hlk32828983]
	New Year’s Day
	St Patrick’s Day
	Easter Monday
	First Monday In May

	First Monday in June
	First Monday in August
	Last Monday in October
	Christmas Day

	St Stephen’s Day
	
	
	


	
Public Holiday benefits for full time workers automatically apply. If you have worked for at least 40 hours in the 5 weeks before the public holiday and the public holiday falls on a day you normally work you are entitled to a day's pay for the public holiday. If you are required to work that day you are entitled to an additional day's pay. If you do not normally work on that particular day you should receive one-fifth of your weekly pay or time off in lieu as determined by the employer

It is the policy of Comeragh Wilderness Academy to close on public holidays for office staff ONLY.

All full-time employees are automatically entitled to public holiday benefits. Part time/casual employees who have worked at least 40 hours in the 5 weeks preceding the public holiday are also entitled to public holiday benefits based on the number of hours worked.

Employees on maternity or adoptive leave maintain their public holiday entitlement for the duration of their statutory absence. An employee on health and safety leave has no entitlement to a public holiday.

Entitlement to public holiday when leaving employment
If an employee ceases to be employed on the day before a public holiday, having worked four weeks preceding that week, the employee will be entitled to receive pay for the public holiday.


[bookmark: _Toc444013091]CARERS LEAVE

Purpose
This policy is to ensure that Comeragh Wilderness Academy complies with Carer’s Leave Act, 2001.

Scope
An employee must have completed at least one year’s continuous service with Comeragh Wilderness Academy to be eligible for Carer’s Leave.

Policy & Procedure
The Carer's Leave Act, 2001 allows the granting of up to 104 weeks for employees in order to provide full-time care and attention to a person requiring it (a relevant person).  An employee must have completed at least one year's continuous service with Comeragh Wilderness Academy to be considered for Carer’s Leave. 

Along with one year's service an employee will only be entitled to carer's leave if:

· The person they wish to care for is considered to be a relevant person.  

· The person they wish to care for does not have to be related to them, they could be a colleague or friend.

· The employee provides full-time care and attention to the relevant person.

· The employee does not engage in employment or self-employment during the period of the leave with the exception of:
· Attending an educational or training course or taking up voluntary or community work for up to 18.5 hours per week.

· Engage in limited self-employment in the employee home.

· Engaging in employment outside of the home for up to 18.5 hours per week 

· The employee has provided the employer with a decision from a deciding officer of the Department of Employment Affairs and Social Protection, stating that the person in respect of whom the employee proposes to take carer's leave is a relevant person.

Procedure 
· Only one employee can be absent on carer's leave for a specific care recipient at a time.

· A person is only entitled to leave for one care recipient at a time (see leave for a second relevant person while on carer's leave outlined below).

· Carer's leave will not be granted if the care recipient is in receipt of full-time attention from someone else.

· An employee must notify Comeragh Wilderness Academy of any change in circumstances which affect his/her entitlement to carer's leave, as soon as is practicable.

· An employee on carer’s leave will remain an employee of Comeragh Wilderness Academy and on the payroll on a ‘no pay’ basis.

The maximum amount of carer's leave that can be taken for each relevant person is 104 weeks.  The leave may be taken as a continuous block of 104 weeks or in shorter periods, which accumulate to 104 weeks.  If the leave is broken up, the employee will not be entitled to commence another period of leave for that relevant person until at least six weeks has elapsed since the termination of the previous period of leave taken.
If an employee carer's leave in respect of one relevant person has finished, an employee may not commence leave to care for a second relevant person until six months after the end of the previous period of leave (except as outlined below under leave for a second relevant person while on carer's leave).
Comeragh Wilderness Academy may refuse on reasonable grounds, to permit an employee to take a period of leave shorter than 13 weeks.  However, Management will specify to the employee, in writing, the reasons for such a refusal.
Leave for a second relevant person while on carer's leave
In general, an employee is only entitled to leave for one relevant person at a time. An exception to this allows an employee while on carer's leave to apply for leave for a second relevant person (care recipient) who lives with the first relevant person (care recipient).

If the application is approved by the Department of Employment Affairs and Social Protection, then the second period of leave begins on the date that the deciding officer makes the final decision and the leave must finish at the latest 65 weeks from its commencement.  The total amount of leave when taken together for both relevant persons (care recipients) may not exceed 208 weeks.
If the Department of Employment Affairs and Social Protection approves leave for a second relevant person, the employee does not have to re-apply to INSERT NAME before it can commence.  However, the employee must inform management of the change and the expected return to work date.  Once an application has been made and the employee avails of leave for a second relevant person, they are not entitled to make another application for leave in those circumstances.

Definition of a Relevant Person
A person who is in need of care will be considered to be a 'relevant person' if s/he needs continual supervision and frequent assistance throughout the day in connection with normal bodily functions or needs continual supervision in order to avoid danger.

A medical practitioner must certify the nature and extent of the disability of the person who is in need of care.

Procedure for applying for carer's leave to the Department of Employment Affairs and Social Protection
An employee wishing to avail of carer's leave must apply to the Department of Employment Affairs and Social Protection for a decision by a deciding officer under the Social Welfare (Consolidation) Act, 1993.  The Department of Employment Affairs and Social Protection will also decide on the employee’s entitlement to Carer's Benefit, which is based on the employee’s PRSI contributions. Where an employee may not have sufficient PRSI contributions to entitle them to Carer's Benefit this will not preclude them from being entitled to carer's leave.

An employee must make an application using the carer's benefit claim form eight weeks before intending to begin carer's leave. The employee, the Manager, the relevant person (care recipient) and the relevant person's doctor all have to complete parts of this claim form.

The employee must provide management with the decision from the Department of Employment Affairs and Social Protection as soon as they receive it.  An employee is not entitled to carer's leave until Comeragh Wilderness Academy has been given a copy.

Procedure for applying for carer's leave to INSERT NAME
An employee must notify Comeragh Wilderness Academy of his/her intention to take carer's leave in writing not later than six weeks before the date s/he intends to commence leave. 

The notification should include:
· The proposal to take carer's leave.

· The proposed date to start the leave.

· The manner in which it is intended to take the leave.

· Confirmation that an application has been sent to the Department of Employment Affairs and Social Protection.

In exceptional circumstances when it is not possible to comply with this notice requirement, the employee must give as much notice as is reasonably practicable. Should an employee take leave under the framework of employee leave but not comply with the notification set out. The Company will decide whether or not to treat the leave as carer's leave.  Should the Company decide not to treat the leave as carer's leave, the employee will be notified in writing specifying the reasons for refusal.
Confirmation Document
Both the Company and the employee must, not less than two weeks before the commencement of the carer's leave sign a confirmation document. The document will specify:
· The date that the leave will begin.
· It is duration and
· The manner in which it will be taken.
A copy of this document will be placed on the employee’s personnel file and a copy given to the employee.
An employee may revoke in writing his/her notice to take carer's leave at any time before the confirmation document is signed.  Where the leave is revoked, it may not then be taken on the date specified in the confirmation document.
Once the confirmation document has been signed it can only be altered with the agreement of both the employee and Comeragh Wilderness Academy. The confirmation document should be amended to reflect any new agreement.

Notice of returning to work
An employee must give notice in writing to Comeragh Wilderness Academy his/her intention to return to work not less than four weeks before the date when s/he intends to return.

Termination of carer's leave
Carer's leave will terminate in the following circumstances: 
· On the date of termination of the period of carer's leave specified in the confirmation document.

· On a date agreed by Comeragh Wilderness Academy and the employee.

· Where the person in respect of whom the employee has taken carer's leave ceases to satisfy the conditions for a relevant person.

· Where the employee ceases to satisfy the conditions for the provision of full-time care and attention.

· On the date which the company notifies the employee to return to work, following a decision of the manager or an appeals officer that the leave should end.

· Where the relevant person (care recipient) dies during a period of carer's leave, the leave will terminate either six (6) weeks after the date of death, or the date of termination specified in the confirmation document, whichever is earlier.

Obligations of Comeragh Wilderness Academy re: notify the Department of Employment Affairs and Social Protection
The Company must give notice to the Department of Employment Affairs and Social Protection in writing that the leave has been terminated and specify the employee date of return to employment. 



FORCE MAJEURE LEAVE
Purpose
Force Majeure leave is provided for under the Parental Leave Act 1998 & 2006.  In the unfortunate event of an illness or sudden injury of a member of an employee’s immediate family, an employee whose presence to assist a family member is indispensable is entitled to paid leave for that purpose.

Scope
This applies to all employees of Comeragh Wilderness Academy. There is no requirement to have a length of service entitlement for this leave.

Policy Procedure
Force Majeure Leave is provided for in Section 13 of the Parental Leave Act, 1998, as amended by the Parental Leave (Amendment) Act 2006.Force majeure is a legal term meaning that some important and critical event has taken place, thereby releasing a party directly affected from its legal obligations in a particular matter that would otherwise have applied.

Force Majeure Leave entitles an employee to paid time off, where for urgent family reasons, owing to the injury or illness of an immediate family member, the immediate presence of an employee at the place where the person is, is indispensable. Under these circumstances, the employee is entitled to paid leave:

In accordance with the Act, the employee is entitled to three days in any twelve (12) month period or five (5) days in any period of thirty-six (36) months. Part-days shall be regarded as full days for the purposes of the maximum number of days one can take.

The immediate family members covered by the Act include:
· A child/adoptive child of the employee
· A spouse or person with whom an employee is living as husband and wife
· A person to whom the employee is in loco parentis
· A brother or sister of the employee
· A parent or grandparent of the employee
· A person who resides with the employee in a relationship of domestic dependency, where one reasonably relies on the other to make arrangements for the provision of care

Notice
By definition, prior notice does not arise in the case of force majeure leave. However, an employee who has availed of the entitlement must as soon as is reasonably practicable thereafter, give written notice to his/her employer stating that he/she has taken such leave and the date on which it was taken. The employee must also include a statement of the facts entitling them to the leave.
· A Force Majeure Leave request form must be completed and submitted to the services manager on return from Force Majeure Leave
· The services manager reserves the right to decide whether the leave taken is Force Majeure Leave as determined under the legislation.
[bookmark: _Toc444013094]JURY SERVICE / WITNESS LEAVE
Purpose
To ensure that Comeragh Wilderness Academy is compliant with the Juries Act, 1976.

Scope
The obligation of citizens to attend for jury service is covered by the Juries Act, 1976. Equally, a person may be compelled by a subpoena to attend to give evidence in legal proceedings.

Policy and Procedure 
Comeragh Wilderness Academy will facilitate employees with pay to undertake jury service or where an employee is required to attend as a witness in legal proceedings Employees must notify the Manager as soon as the notice or the summons as appropriate is received and must provide a certificate of attendance upon return to work. Employees are required to return to work on any day or portion of a day where they are not needed for the particular duty.

In general, it is not possible for a person to exempt themselves from jury service once called, except in particular extenuating circumstances, for example, taking final examinations or whilst on maternity leave. In such circumstances, Comeragh Wilderness Academy will write on the employee’s behalf to the County Registrar, asking for the employee to be excused from jury service.


MATERNITY & ADOPTIVE LEAVE
Purpose
These policies have been developed to ensure Comeragh Wilderness Academy compliance with the Maternity Protection Acts, 1994 to 2004 and the related statutory regulations regarding maternity protection and the Adoptive Leave Acts, 1995 to 2005 and related Orders.

Scope
[bookmark: _Hlk128588249]Female employees with Comeragh Wilderness Academy are entitled to maternity benefit if in employment which is covered by the Maternity Protection Acts, 1994-2004, immediately before the first day of her maternity leave and she satisfies certain PRSI contribution conditions. There are entitlements are available to fathers in the event of the death of the mother in certain circumstances. 

Policy and Procedure
If an employee is eligible, they are entitled to 26 weeks maternity leave. Under the legislation they must take at least 2 of these weeks before the expected birth of the baby and four weeks after. The maternity benefit payment lasts for 26 weeks. If the employee is eligible they will be entitled to receive social welfare maternity benefit. Comeragh Wilderness Academy will pay maternity pay net of social welfare. Maternity benefit is taxable. 

However, this entitlement is subject to the employee:
· Notifying the services manager in writing of their intention to take maternity leave as soon as is reasonably practicable but no later than four weeks before their maternity leave begins.
· Producing at the time of notification a medical or other appropriate certificate confirming the pregnancy and expected date of confinement.

Top up
Comeragh Wilderness Academy does not pay a top up to employees on maternity leave. 
[bookmark: _Toc444013096]Additional Unpaid Maternity Leave
An employee is entitled to an additional further sixteen weeks unpaid leave under maternity legislation. This additional unpaid maternity leave must commence immediately after the end of the normal maternity leave.
The employee must notify the services manager in writing of their intention to take additional unpaid maternity leave. This notification must be given:
· Not later than four weeks before the date, which would have been their expected return to work date.

Health and Safety Leave 
When informed of an employee’s pregnancy, the company undertakes to review its safety statement in order to identify hazards and reassess the risks from them in terms of health and safety to the pregnant employee and the baby she is carrying. Where such risks exist, the company will do its utmost to eliminate them. Where a risk cannot be eliminated, alternative work, where available, will be provided to the pregnant employee. Where a risk cannot be eliminated and there is no alternative work available, the employee will be required to go on health and safety leave.

Management will conduct a maternity risk assessment with all pregnant employees once the employee has notified the line managerof their pregnancy.
Ante-natal & Post-natal Care
Employees are entitled to paid leave for antenatal and post-natal care.  An employee may also take time off for medical visits after the birth for up to fourteen [14] weeks including any time taken on maternity leave after the birth. Employees are entitled to be paid while keeping these medical appointments both before and after the birth. The employee must give their services manager at least two weeks’ notice before each appointment.  
For both ante-natal and post-natal appointments an official GP/Hospital appointment card must be submitted to the individual’s services manager in advance of the planned absence.  It is expected that, depending on the time that the appointment is scheduled for, employees attend work before and after their appointment. The length of absence should equate to the length of time spent at the appointments and the travel time required.
Expectant fathers have a once-off right to paid time off work to attend the two antenatal classes immediately prior to the birth. The provision for paid time off work to attend ante-natal classes for expectant parents was brought into effect in SI 653 of 2004 Maternity Protection (Time off for Ante–Natal Classes) Regulations 2004.
If the employee requires more due to urgent medical reasons an unscheduled ante or postnatal examination, the employee must explain to their services manager no later than one week after the appointment, why the required notice was not given and also must prove that the appointment was kept.
Annual Leave and Public Holidays
Annual leave and public holiday benefits will continue to accrue during the period of maternity leave and additional maternity leave.
Postponing Maternity Leave
Section 7 of the Maternity Protection (Amendment) Act, 2004 provides for postponement of maternity leave in strict circumstances (such as if an employee’s baby is hospitalised).  The right to postpone maternity leaves applies whether an employee is on maternity leave or on additional unpaid maternity leave.  The maximum amount of time that maternity leave can be postponed for is six (6) months. 

An employee may only request that maternity leave be postponed once they have taken at least fourteen (14) weeks maternity leave, four (4) of which must have been taken after the birth. 
If an employee postpones their maternity leave and returns to work, then the employee may take their maternity leave in one block, not later than seven (7) days after the baby has been discharged from hospital.  The company reserves the right to request a letter from the hospital confirming the date that the child has been hospitalised and a letter confirming the date that the child has been discharged.
If an employee postpones their maternity leave and returns to employment, they should notify the Department of Employment Affairs and Social Protection. The employee must notify the Department in writing that their child has been hospitalised and that they have returned to work.  To resume maternity, benefit a letter from the employee’s family doctor or hospital is required to confirm to the Department that the child has been discharged from hospital.  Employees must quote their PPS number on all documentation to the Department.
Postponement of maternity leave only applies if the baby is hospitalised.
Illness while on Maternity Leave
If an employee postpones their maternity leave and becomes ill when they return to work (before resuming the postponed maternity leave) the employee may be considered to have started their resumed leave on the first day of the absence because of illness.  Alternatively, an employee may choose to forfeit their right to resumed leave and have the leave treated as sick leave.

Premature Births
Where a child is born prematurely the mother’s paid maternity leave will be extended by the equivalent of the duration between the actual date of birth of the premature baby and the date when the maternity leave was expected to start. 
 
For example, where a baby is born in the 30th week of gestation the mother would have an additional entitlement of approximately 7 weeks of maternity leave and benefit i.e. from the date of birth in the 30th week to the two weeks before the expected date of confinement. 
 
This additional period will be added onto the mother’s normal entitlement to 26 weeks of maternity leave and benefit, where the mother meets the ordinary qualifying criteria.  Employees of premature child should inform the employer as soon as possible of the birth of the child.
 
Employees who have recently given birth will be allowed an adjustment of their working hours or alternatively will be provided with suitable facilities in the workplace to facilitate breast feeding for a period of twenty-six [26] weeks after birth in line with statutory allowances.

Breastfeeding Mothers
Under the Maternity Protection (Protection of Mothers who are Breastfeeding) Regulations, 2004 the employee is entitled to breastfeeding breaks up to 26 weeks after the date of the confinement.  The employee must inform the employer of her intention to avail of these breaks. The breaks may be taken as follows:
· One break of 60 minutes
· Two breaks of 30 minutes each
· Three breaks of 20 minutes each
· Any other duration of the time agreed by the employee and her employer.

An employee may also choose a reduction of working hours for identical periods of time, without loss of pay.

Leave in the event of a miscarriage or stillbirth
There is no entitlement to statutory maternity leave for a miscarriage occurring up to and including the 24th week of pregnancy. Any confinement occurring after the 24th week, even if it does not result in a live birth, is covered by the Act.
To apply for Maternity Benefit following a stillbirth, an employee should forward a letter from their doctor with the Maternity Benefit application form, confirming the expected date of birth, the actual date of birth and the number of weeks of pregnancy. 
Father’s right for leave
The following may apply to male employees in Comeragh Wilderness Academy. Fathers are entitled to maternity leave if the mother dies within 40 weeks of the birth. In these circumstances, the father is entitled to a period of leave, the extent of which depends on the actual date of the mother’s death. If the mother dies within 24 weeks of the birth he has an optional right to the additional maternity leave. If the mother's death is over 24 weeks after the birth, the father is entitled to leave until 40 weeks after the birth. The leave starts within 7 days of the mother's death.
This leave is conditional on the father giving the company written notification no later than the day he wishes to take the leave and if the company so requests, providing a copy of the mother’s death certificate and the child’s birth certificate as soon as is reasonably possible. The father will be entitled to a social welfare “maternity” benefit up to the 16th week calculated on the basis of his PRSI contributions and his reckonable earnings.

Adoptive Leave Act, 1995 and Adoptive Leave Act, 1995 (Extension of Periods of Leave) Orders 2001 and 2004 

Purpose
To ensure the Adoptive Leave Act, 1995 and Adoptive Leave Act, 1995 [Extension of Periods of Leave] Orders 2001 and 2004.


Scope
All adopting mothers under a contract of employment; all sole male adopters under a contract of employment; all adopting fathers under a contract of employment, where the adopting mother has died before or during the period of adoptive leave or additional adoptive leave are entitled to Adoptive Leave.

Policy
An adopting mother, a sole male adopter or an adopting father if the mother dies, is entitled to adoptive benefit provided the employment is covered by the Adoptive Leave Act, 1995 and certain PRSI contributions are satisfied. 
Employees are entitled to 24 consecutive weeks beginning at the date of the placement. An adoptive leave benefit is paid through the DEASP to the adopting parent.
Top up
Comeragh Wilderness Academy will not pay an employee while on adoptive leave. 

[bookmark: _Toc444013097]Additional Adoptive Leave
The employee is entitled to unpaid adoptive leave of sixteen consecutive weeks. (In the case of foreign adoption, some or all of this leave may be taken before the date of the placement). The employee must notify their manager in writing of their intention to take additional unpaid adoptive leave. This notification must be given:
· Not later than four weeks before the date, which would have been the expected date of return to work.
· Employees must give adequate notice, in writing to the services manager of their intention to take adoptive leave.  
· The notice should be given at least four weeks before the expected date of placement of the child.  The expected date of placement may be given later where this is not possible.


Leave to Attend Classes and Meetings in Advance of the Adoption
Any Employee involved in the adoption process is permitted to avail of paid time off to attend pre-adoption classes and meetings which they are obliged to attend. 2 weeks written notice of the first request must be provided.  Evidence of the requirement to attend the class or meeting may be sought by the Organisation.
Annual Leave and Public Holidays
Annual leave and public holiday benefits will continue to accrue for the period of adoptive leave and additional adoptive leave.

Employee Obligations re Maternity and Adoptive Leave
There are obligations for the employee in relation to both maternity and adoptive leave on:
· Notification of Return to Work 
· Employees must give the company four weeks written notice of their intention to return to work. 
· Failure to notify
· Employees must provide the company with medical / legal evidence confirming their pregnancy / adoption.
· Employees must notify the company, in writing, of their intention to take maternity / adoptive leave at least four weeks before the intended date of commencement.
· Employees must notify the company, in writing, of their intention to take additional unpaid leave at least four weeks prior to the unpaid leave commencing.

Completion of Forms for Payment
An employee intending to take maternity/adoptive leave must fill out the appropriate maternity/adoptive benefit claim form, available from the Department of Employment Affairs and Social Protection, at least eight weeks before maternity leave is due. Comeragh Wilderness Academy will fill out the relevant sections for an employer. 

The form must be returned to the Department who will determine the employee’s qualification for the payment of maternity/adoptive benefit on the basis of her PRSI contributions. For current rates of maternity/adoptive benefit, an employee should contact their local social welfare office. 
There is no provision for any payment by the Department of Employment Affairs and Social Protection during a period of additional maternity/adoptive leave. 
In a case where Health and Safety leave cannot be avoided, Comeragh Wilderness Academy will pay the first three weeks of such leave. Health and Safety benefit will be payable by the Department thereafter.
Resignation/Dismissal
The employer will not accept any resignation or issue notice of dismissal (to include redundancy notice) during the period of maternity or/and protective leave or adoptive leave. In the event that an employee wishes to resign during maternity leave they should refer to the Services manager in the first instance 
[bookmark: _Toc444013098][bookmark: _Toc437260385]
SICK LEAVE

Purpose
To provide guidelines for Management in implementing the Comeragh Wilderness Academy policy and on sick leave procedures. 

Scope
All employees who have successfully completed one year of service meet the eligibility criteria.

Policy & Procedure
Comeragh Wilderness Academy supports a healthy working environment and is concerned for the health and wellbeing of its entire employees.  It recognises the need for individual employees to absent themselves from work when they are ill and the following regulations and procedures apply in such circumstances.   

Procedures for Employees on Sick Leave
The procedures apply during the probation period also:
· If employees are absent from work due to illness, they must notify their services manager by at the earliest possible time but no later than one [1] before starting time on the first day of absence and its likely duration and daily thereafter. Failure to contact the office by the specified time is a serious breach of the sick leave rules and payment for this leave will not be granted and may be subject to the disciplinary policy being invoked.
· The Employee is required to contact their services manager directly by phone. Where their services manager is unavailable a message may only be left with another Director. Text messages, emails or voicemails are not considered an appropriate way to convey this information.
· Calls from relatives will not be accepted except in extreme circumstances.  If a call is made by the employee’s partner/relative on behalf of an employee, the employee should contact their supervisor or member of the management team at the earliest possible opportunity.
· If your absence is going to continue after five [5] days, you should submit a doctor’s certificate to our direct manager on the fifth day. As a general rule, further medical certificates must be furnished at weekly intervals so long as the absence continues. 

i. Shows the probable date of resumption of duty.
ii. Such certificate is furnished to management not later than the third (3rd) day of absence and on a weekly basis thereafter where relevant.





Sick Pay 

All employees are entitled to the benefit of the Statutory Sick Pay scheme:
  
Paid sick leave for up to 3 sick days per year in 2022 (from date of enactment), 5 days in 2024, 7 days in 2025 and 10 days in 2026. 

A rate of payment for statutory sick leave of 70% of normal wages to be paid by employers (up to a maximum €110 per day). 

To be entitled to paid sick leave, the employee must be working with Comeragh Wilderness Academy for at least 13 weeks. You will also need to be certified by a GP as unfit to work. Abuse of the sick leave policy will result in disciplinary action.  
 

Illness during Annual Leave 
If an employee falls sick during a period of annual leave, and produces a doctor’s medical certificate, the period of this sickness will be treated as sick leave and not annual leave. 

Abuse of Sick Leave 
Records will be retained of Employee sick leave and where this is deemed excessive, or where patterns of leave or abuse of sick leave are identified this can lead to disciplinary action.


Accrual of Annual Leave on Certified Sick Leave
Employees on long terms certified sick leave are entitled to retain annual leave they could not take due to illness. The employee has up to 15 months to take the leave after the end of the leave year in which the leave has accrued. Employees who leave the company within the 15 months are entitled to take payment in lieu of the accrued leave untaken during illness.  

Significant Sick Absences
An employee's career in the company can be affected if the pattern of absences indicates unreliability in terms of ability to be present at work.  A high level of absence due to illness while on probation may result in disciplinary action or frustration of the Employee’s contract of employment.
Attendance at Company Doctor 
As noted above Comeragh Wilderness Academy reserves the right to refer an employee who is absent through illness or where they are concerned about the health and wellbeing of an employee at work to a Doctor nominated by the company. 
This referral is to: 
· establish a potential return to work date and/or 
· reason for their absence from work and/or 
· medical capacity to continue in employment and/or
· other reason as may be relevant.

This may involve a medical examination. An employee may also be referred to the company’s Medical Adviser where they are returning to work after a prolonged or serious illness. The Medical Adviser will be required to report back to Comeragh Wilderness Academy. The employee will be entitled to receive a copy of the Medical Advisers report.   The Doctor will be remunerated by Comeragh Wilderness Academy.


Medical Appointments 
Employees may be allowed time off for medical appointments.  The employee must produce an appointment card, hospital letter, or medical certificate as evidence of the appointment.  Employees are requested that where possible, the appointments are made outside of working hours or at the beginning or the end of the working day.  If the appointment finishes during the working day, the employee must return to work.   

Employees are entitled to paid leave for antenatal care where applicable.  Employees must give Comeragh Wilderness Academy at least two weeks’ notice before each appointment and except in the case of the first appointment, produce the appointment card or other appropriate documents, if requested. In situations where an employee has a statutory entitlement to take time off for medical appointments during office hours, the company will facilitate this in a manner which is, so far as possible, mutually convenient. Please refer to the Maternity Leave Policy.  
Return to Work
When the employee is fit to resume duty s/he must contact their services manager on the day prior to return to work so that they may make the necessary arrangements for return. Where the employee has been out on long term sick leave other arrangements may be put in place with the employee before returning to work i.e. the employee may be required to give a longer period of notice that they are looking to return to work.  In such circumstances the employee will be referred to the company’s medical adviser prior to their return to work. 

On the morning of their return to work an employee if requested to do so shall complete a “Return to Work” form and shall arrange to meet with their services manager to discuss their absence.
At this meeting they shall discuss
· The reason for the absence from work
· Identify any possible underlying causes of absence that may be important for the employee
· Identify if there are any health and safety or environmental issues in the workplace causing absenteeism
· Bring the employee up to date on relevant workplace matters

The services manager shall keep a record of the fact the discussion took place where appropriate.



[bookmark: _Toc444013099]PARENTAL LEAVE
Purpose
This policy ensures that Comeragh Wilderness Academy is compliant with the Parental Leave Acts, 1998-2019 and EU (Parental leave) Regulations 2013. 

Scope
Parental leave applies to all employees who meet the criteria for application for parental leave as defined under the legislation. 

Policy & Procedure
An employee must have completed one year’s continuous service with the company.  
Should the situation arise, however, where an employee has more than three (3) month’s service but less than twelve (12) and where the child is approaching the age threshold, the employee will be entitled to one (1) week for every month of continuous service with Comeragh Wilderness Academy. 

Where an employee is acting in loco parentis of an eligible child they are also entitled to parental leave.  If an employee is permanent and part-time, they will be entitled to parental leave on a pro rata basis.  This is calculated on the average number of hours worked per week in the fourteen (14) week period prior to the commencement of the parental leave.

Parental leave is provided for the sole purpose of childcare and must not be used for a purpose other than taking care of a child.  If the staff member meets with the above requirement and are either the natural or adoptive parent, or acting in loco parentis they are entitled to twenty-two weeks unpaid leave to enable them to take care of their child/children under the age of twelve (12) years.  If a child has a disability or long-term illness the age limit is sixteen (16) years.  For adoptive children, if the child is under ten [10] years at the time of the adoption, the leave must be taken before the child reaches twelve [12] years of age.  However, if the child is aged between ten [10] and twelve (12) years at the time of adoption, the leave must be taken within two years of the adoption order.
Time allocation
The time allocation will be:
· Twenty-six [26]] weeks parental leave is available per eligible child and the maximum time off in any one year is twenty-six [26] weeks irrespective of the number of children that the parent may be entitled to take parental leave for.

Periods of training or probation will be extended to take account of the number of week's absence due to parental leave.
Parental leave may be taken as a continuous block of twenty-six (26) weeks, or two [2] separate blocks of a minimum of six [6] weeks or, by agreement with Comeragh Wilderness Academy may be broken up over a period of time, into separate blocks or by working reduced hours. 
Parental leave entitlements may be transferred from one parent to another if both parents are employed by the same employer, subject to the employer’s agreement.
If a staff member falls ill while on parental leave and as a result is unable to care for the child, the staff member may request to suspend the parental leave for the duration of the illness following which the parental leave would then continue.
Parent’s Benefit Payment
The Department of Employment Affairs and Social Protection make a payment for two weeks for a child under one years of age for paid parental leave. This applies to children in the first year of adoption. This payment is effective from 1st November 2019.
Requests for Parental Leave
Requests for parental leave must be made in writing to Management, a minimum of six (6) weeks prior to the proposed date of commencement.  The request must specify the commencement date and duration of parental leave.  A Birth Certificate for the child must be attached.  There are various administrative forms that must be completed.  The forms can be obtained by request to the Co-ordinator.

In cases where the taking of parental leave at the time specified in the notice to Comeragh Wilderness Academy would have a substantial adverse effect on the operation of the business. Comeragh Wilderness Academy may, by notice in writing to the staff member not later than four (4) weeks prior to the intended date of commencement of the leave, postpone the start of the leave to such time not later than six (6) months after the date of commencement specified in the notice. Such a requirement will always be discussed with the staff member and will then be issued formally in writing.  The commencement of parental leave in respect of a particular child may not be postponed more than once.  Staff members should be informed that parental leave is unpaid. 
Once both parties have signed a confirmation document, it cannot be altered unless both parties agree.  The staff member may revoke, in writing, their notice of intention to take parental leave at any time before the confirmation document is signed.
As a result of a postponement, if the child concerned reaches the age threshold before the end of the leave, the staff member retains the entitlement to take the parental leave.
Both the staff member and Comeragh Wilderness Academy will hold signed copies of all confirmation documents.  It is important for any staff member availing of this leave to keep their own records.  
Parental Leave Request Forms
Staff members requesting parental leave should complete the appropriate form provided on request. 






PATERNITY LEAVE 
Purpose
To ensure Comeragh Wilderness Academy comply with the Paternity Leave and Benefit Act 2016.  Paternity leave is available to eligible members of staff to allow them time off from work around the birth or adoption of their child or the child of their spouse or partner. 

Scope
This policy covers all part-time and full-time employees of the company provided that they meet the conditions outlined below.

Eligibility to take paternity leave 
Paternity leave is available to employees who are deemed to be the “relevant parent” of a child. Only one person who is a “relevant parent” in relation to a child can be entitled to paternity leave in respect of that child. There is no qualifying period for entitlement to paternity leave. 

Under the Paternity Leave and Benefit Act 2016 a “relevant parent” is defined as:
(a)	in the case of a child who is, or is to be, adopted –
(i)	where the child is, or is to be, adopted jointly by a married couple of the same sex, the spouse chosen by that couple to be the relevant parent for the purposes of this Act, or 
(ii)	in any other case, the spouse, civil partner or cohabitant, as the case may be, of the adopting mother or sole male adopter of the child,
or
(b)	in any other case.
(i)	the father of the child,
(ii)	the spouse, civil partner or cohabitant, as the case may be, of the mother of the child, or
(iii)	a parent of the child under section 5 of the Children and Family Relationships Act 2015 where the child is a donor-conceived child within the meaning of Part 2 of that Act*

Entitlements and conditions 
The following conditions apply to taking paternity leave.
· Subject to eligibility and notification criteria being met, paternity leave will apply to births/ placements that take place on or after the 1 September 2016. 
· An employee who is a relevant parent may avail of a continuous period of two weeks paternity leave. The leave entitlement must be taken as a block of two weeks and cannot be fragmented into smaller periods of leave.
· Paternity leave can begin at the time of the birth/adoption or within twenty-six [26] weeks of the birth/placement of the child. The leave will commence on the date the relevant parent selects in his/her written notification. It should be noted that paternity leave cannot commence earlier than the date of birth or date of placement of the child and cannot commence later than twenty-six [26] weeks after date of birth or the date of placement of the child.
· In the case of multiple births, or where two or more children are being adopted at the same time, only a single two-week block of paternity leave applies.
· Paternity leave must be used to assist in the provision of, care to the child or to provide support to the relevant adopting parent or mother of the child, as the case may be, or both.

Applying for paternity leave
Management must be notified, in writing, by the employee, at least four [4] weeks before the employee intends to take the leave. A medical certificate confirming the date of expected date of birth/certificate confirming the expected day of placement must accompany this notice. The request must specify the commencement date of the period of leave. 

Early confinement 
Where the birth of the child occurs four [4] or more weeks prematurely, the employee must notify management of their intention to commence paternity leave in writing, within seven [7] days of the birth. In such circumstances, the employee will be deemed to have complied with the notification requirements of the Act. 

Postponement of paternity leave due to late birth/postponed adoption placement 
An employee who is a relevant parent may postpone a period of paternity leave where the date of birth occurs after the date selected by a relevant parent in their notification to the company or where the date of placement is postponed in the case of adoption. The relevant parent may select another date on which paternity leave will commence. 

Postponement of paternity leave due to illness of the relevant parent 
In the event that an employee becomes ill before a period of paternity leave has commenced, the period of leave may be postponed. Notification of a request to postpone the leave due to illness must be received by the organisation as soon as possible after becoming ill and must be accompanied by a medical certificate. The employee must follow up in writing confirming the request to postpone the leave as soon as is reasonably practicable but not later than the day on which the postponed leave begins. The leave may be postponed until such time as the relevant parent is no longer sick. The period of postponed leave must end not later than twenty-eight [28] weeks after the date of birth or day of placement. The employee must notify the company when they intend to take the postponed paternity leave not later than the day the employee commences the leave.

Postponement of paternity leave when the child is hospitalised 
If the child is hospitalised, the employee may request in writing to postpone all or part of their paternity leave. Postponement of paternity leave in such circumstances is subject to approval by the organisation. The company will respond to the request for postponement as soon as practicably possible with a decision on the matter.

Where the company agrees to postpone the leave, the leave will be postponed with effect from a date agreed by both parties. The employee will return to work on a date agreed by the company and employee. The postponed leave, which must be taken in a continuous block not later than seven [7] days after the discharge of the child from hospital or such other date as may be agreed upon between the employee and the company. The employee must notify the company when they intend to take the postponed paternity leave not later than the day the employee commences the leave. 

It is important to note that if the employee falls ill during the period of postponement of paternity leave, and requests to be viewed as being on sick leave from work, the employee will forfeit the remainder of the paternity leave which cannot be taken at a later date following the period of sick leave.

Payment during leave
During paternity leave, relevant parents who have the necessary PRSI contributions may be entitled to paternity benefit subject to meeting certain criteria set by Department of Employment Affairs and Social Protection. Claims should be made on a PB2 form, which are available from the Department of Employment Affairs and Social Protection. 

The relevant parent must have a Public Services Card to apply for Paternity Benefit. If the relevant parent does not already have a Public Services Card, he/she can make an appointment to get one at www.mywelfare.ie. The organisation will complete the employers’ section of the form when it has been completed by the employee. 

Transferred paternity leave
Where a relevant parent entitled to paternity leave in relation to a child dies, an employee who is the surviving parent of the child will be entitled to the leave. This entitlement exists up to twenty-eight [28] weeks after the date of birth or day of placement of the child. 

Annual leave and public holidays
While on paternity leave employees retain the right to accrue annual leave and public holidays as if the employee had not been absent from work.  

Abuse of paternity leave 
Where the organisation has reasonable grounds for believing that an employee who is on paternity leave is not using the leave for the purpose for which it is intended, the organisation may, by notice in writing given to the employee, terminate the leave and the notice will contain a statement in summary form of the grounds for terminating the leave and will specify the day by which the employee must return to work. If, following an investigation, an employee is found to have abused this leave, he or she may be subject to disciplinary action, up to and including dismissal.

Employment protection
An employee who is absent on paternity leave will be treated as if the employee had not been absent. At the end of the paternity leave, the employee will be entitled to return to their original job under terms and conditions no less favourable than those that would have applied if they had not been absent.
PARENT’S LEAVE POLICY

Purpose
Parent’s Leave is available to eligible members of staff to take time off work to care for their child and to be taken off within the first year of the birth or adoption of their child or the child of their spouse or partner.  

Scope
This policy covers all part-time and full-time employees of insert name of service subject to meeting the conditions outlined below.

Eligibility to take Parent’s Leave 
Parent’s Leave is available to employees who are deemed to be the “relevant parent” of a child. There is no minimum service required with insert name of service to qualify for Parent’s Leave. Parent’s Leave is not transferable between relevant parents.

Definition of “relevant parent”
Under the Act, a relevant parent is:
· a parent of the child
· the spouse, civil partner or cohabitant of a parent of the child
· a parent of the child where the child is a donor-conceived child
· the adopting mother or sole male adopter of the child
· the spouse, civil partner or cohabitant of the adopting mother or sole male adopter of the child
· each individual in the couple where the child is, or is to be, adopted jointly by a married couple of the same sex or a couple that are civil partners of each other, or a cohabitating couple of the same sex

In certain circumstances, this may mean that up to four individuals may be entitled to Parent’s Leave in respect of a single child.

Entitlements and conditions 
The following conditions apply to the taking of Parent’s Leave:
· Subject to eligibility and following the correct notification procedure, Parent’s Leave will apply to births/ adoption placements that take place on or after 1 November 2019.
· An employee who is a relevant parent can take Parent’s Leave in a single block of two weeks or in one-week blocks.
· The leave will commence on the date that the relevant parent details in their written notification.
· In the case of multiple births, or where two or more children are adopted at the same, only a single two-week entitlement of Parent’s Leave applies. 

Applying for Parent’s Leave
Comeragh Wilderness Academy must be notified in writing by the employee at least 6 weeks before the employee intends to take the leave. 
Where Comeragh Wilderness Academy is not the same employer from whose employment that maternity or adoptive leave has been taken, the employee is required to submit a copy of the medical, or other appropriate certificate that confirms the pregnancy and specifies the expected week of confinement / birth or date of adoption placement of the child. 

Postponement of Parent’s Leave
In certain limited circumstances, the company may need to exercise its right to postpone the request for Parent’s Leave for up to 12 weeks. Postponement may arise where insert name of company is satisfied that the taking of the Parent’s Leave at the time specified in the notification would have a substantial or adverse effect on the operation of the business by reason of:
1. seasonal variations in the volume of work concerned
1. the unavailability of a person to carry out your duties during the period of leave requested
1. the nature of your duties
1. the number of other colleagues availing of Parent’s Leave during the requested period
If the postponement results in the child reaching 1 year before the leave has been drawn down, the 52-week cap will be extended by a further 12 weeks. 

Early confinement 
Where the birth of the child is premature by 4 weeks or more, the employee must notify insert name of service within 7 days of the birth of their intention to commence Parent’s Leave. In such circumstances, the employee will be deemed to have complied with the notification requirements of the Act. 

Postponement of Parent’s Leave due to late birth/postponed adoption placement 
An employee who is a relevant parent may postpone a period of Parent’s Leave where the date of birth occurs after the date selected by a relevant parent in their notification to the company or where the date of placement is postponed in the case of adoption. The relevant parent may select another date on which Parent’s Leave will commence. 



Postponement of Parent’s Leave due to illness of the relevant parent 
In the case where an employee falls ill before a period of Parent’s Leave has commenced, the period of leave may be postponed. Notification of a request to postpone the leave due to illness must be received by the company as soon as possible after becoming ill and be accompanied by a medical certificate. The employee must follow up in writing confirming the request to postpone the leave as soon as is reasonably practicable but not later than the day on which the postponed leave begins. 
The leave may be postponed until such time as the relevant parent is no longer sick. The period of postponed leave must commence not later than 7 days after the relevant parent is no longer sick or another date as agreed between the relevant parent and the company but must end not later than 28 weeks after the date of birth or day of placement. The employee must notify the company when they intend to take the postponed Parent’s Leave no later than the day the employee commences the leave.

Postponement of Parent’s Leave when the child is hospitalised 
If the child is hospitalised, the employee may request in writing to postpone all or part of their Parent’s Leave. Postponement of Parent’s Leave in such circumstances is subject to approval by the company. The company will respond to the request for postponement as soon as is practicably possible with a decision on the matter.
Where the company agrees to postpone the leave, the leave will be postponed with effect from a date agreed by both parties. The employee will return to work on a date agreed by the company and employee. The postponed leave, which must be taken in a continuous block not later than 7 days after the discharge of the child from hospital or such other date as may be agreed upon between the employee and the company. The employee must notify the company when they intend to take the postponed Parent’s Leave no later than the day the employee commences the leave. 
It is important to note that if the employee falls ill during the period of postponement of Parent’s Leave, and requests to be viewed as being on sick leave from work, the employee will forfeit the remainder of the Parent’s Leave which cannot be taken at a later date following the period of sick leave.
Payment during leave
During Parent’s Leave, relevant parents with the necessary PRSI contributions are entitled to Parent’s benefit from the Department of Social Protection. Claims should be made on a PB2 form available from the Department of Social Protection. 
The relevant parent must have a Public Services Card to apply for Parent’s Leave Benefit. If the relevant parent does not already have a Public Services Card, he/she can make an appointment to get one at www.mywelfare.ie. The company will complete the employer’s section of the form when it has been completed by the employee.
(Amend with details of any top-up payments given by the employer and any qualifying conditions).
Transferred Parent’s Leave
Where a relevant parent dies and is entitled to Parent’s Leave, an employee who is the surviving parent of the child will be entitled to the leave. This entitlement exists up to 28 weeks after the date of birth or day of placement of the child. 
Annual leave and public holidays
Employees on Parent’s Leave continue to accrue annual leave and public holidays as if they had not been absent from work.  
Abuse of Parent’s Leave 
Where the company has reasonable grounds for believing that an employee on Parent’s Leave is not using the leave for the purpose for which it is intended, the company may give notice in writing to the employee to terminate the leave. The notice will contain a statement in summary form of the grounds for terminating the leave and will specify the day by which the employee must return to work. If, following an investigation, an employee is found to have abused this leave, he or she may be subject to disciplinary action, up to and including dismissal.

Employment protection
An employee who is absent on Parent’s Leave will be treated as if the employee had not been absent. At the end of the Parent’s Leave, the employee will be entitled to return to their original job under terms and conditions no less favourable than those that would have applied if they had not been absent 

[bookmark: _Toc338836049][bookmark: _Toc338836072]Employee Handbook Sign Off 

PLEASE READ AND SIGN
Thank you for reading this Employment Policies Handbook. I hope it was helpful in outlining your conditions of employment and our policies at Comeragh Wilderness Academy. In signing off below you are confirming that you have read, understand and agree to follow the policies contained in this Employee Handbook. 
Please sign below:
I ______________________________________ confirm that I have read and fully understand the content of the Employment Handbook and agree to abide by the terms, conditions and policies outlined. I have received a job description and a contract of employment.

Date:……………….

Note: Please note that you will be emailed this document and requested to confirm that you have received, read and understood the content of the handbook.  Please note the handbook may be updated and amended from time to time in line with the needs of the work and legislation. 
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