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THIS AGREEMENT made on  …………………………………………………………….
BETWEEN

1) [bookmark: _DV_M20]The Citizens Information Board having its principal office at Ground Floor, Georges Quay House, Townsend St, Dublin D02 VK65 (the “CIB”); and

2) SLIS a company limited by guarantee and incorporated in Ireland under the Companies Act, 2014 with registered number 434358 and having its registered office at Deaf Village Ireland, Ratoath Road, Cabra, Dublin 7


RECITALS


CIB is a statutory body whose functions are set out in the Comhairle Act 2000, The Citizens Information Act 2007 and the Social Welfare (Miscellaneous Provisions) Act 2008 and is subject to the Code of Practice for the Governance of State Bodies (2016). 

The Company is a “voluntary body” as defined in Section 2 of the Comhairle Act 2000.

The Company is a company limited by guarantee and is or is entitled to be registered as a charity pursuant to the Charities Act 2009.
CIB wishes to support and fund the provision of the Services and the Company wishes to receive such support and funding for the provision of the Services. 
This Agreement is entered into to provide for the Funding (as defined) to the Company to facilitate the performance of the Services as specified in Schedule 1 (Service Delivery Specification) in the Area (as defined) on the terms and conditions specified herein. 



THE PARTIES AGREE as follows:-

[bookmark: _Ref88391192]DEFINITIONS AND INTERPRETATION

“Action Plan”	means the annual action plan for the Company as more particularly described in clause 4.5 below.
	
“Area”		is as defined in the Company’s constitution


“Client(s)”	means any individual to whom the Company provides a Service in accordance with this Agreement.  

“Codes of Practice”	means the codes of practice for the provision of the Services as amended, revised, modified or replaced from time to time, and any other guidance, circulars, policies, directions, protocols, standards, and any document of a similar nature notified by CIB to the Company from time to time.   
 

“Directors”		means the directors of the Company. 

“Financial Controls”	means the mandatory set of “Financial Controls and Reporting Requirements for SLIS in Receipt of a CIB Operational Grant” set out in Schedule 2 hereto as amended, revised, modified or replaced from time to time. 

“Funding”	means the monies which CIB may from time to time agree to provide to the Company under Clause 6 of this Agreement for application towards the costs of provision of the Services subject to and in accordance with the terms of this Agreement (and any reference to the “Funding” may, where applicable, be a reference to any instalment thereof) and the term “Fund” shall be construed accordingly.

“Advocacy Executive”		means the CIB representative as described in Schedule 12.

“ICT”	means all Information & Communications Technology including personal computers, laptops, phones, networks, software, printers, corporate applications, email, internet and other technologies. 

“Loss” 	includes any demand, claim, proceeding, suit, judgement, loss, liability, cost, expense, fee, penalty or fine.

“Minister”	means the Minister for Employment Affairs and Social Protection or any other Minister within whose remit the oversight of CIB may rest from time to time.

“Personnel”	means, in relation to a party, that party’s servants, officers, employees, agents, contractors or volunteers. 

“Quality Standards”	means all quality standards pertaining to SLIS that might be developed.   

“Operational Review Meeting” 	means the review as more particularly described in clauses 13.4 to 13.6.

“Manager” 	means the manager with responsible for managing the Company;

“Senior Manager”	means an employee of the CIB working at Principal Officer grade (see schedule 12). 

“Services”	means the services set out in Schedule 1 including services which are incidental or ancillary to such services;

“Strategy Statement” 	means the strategy statement for the Company as described in clause 4.4 below.


1.1 In this Agreement, unless the contrary intention is stated, a reference to:
the singular shall include the plural and vice versa;
either gender includes the other and the neuter, and vice versa;
a person shall be construed as a reference to any individual, firm or company, corporation, governmental entity or agency of a state or any association or partnership (whether or not having separate legal personality) or two or more of the foregoing;
a person includes that person’s legal personal representatives, successors and permitted assigns;
time shall be construed by reference to whatever time may from time to time be in force in Ireland;
any agreement, document or instrument is to be read as the same as amended, modified, supplemented or replaced from time to time;
‘this Agreement’ mean the Clauses of, and the Schedules to, this Agreement, all of which shall be read as one document;
a clause or other provision is a reference to a clause or provision of this Agreement, and any reference to a sub provision is, unless otherwise stated, a reference to a sub provision of the provision in which the reference appears; 
[bookmark: _Ref506306745]‘including’ means comprising, but not by way of limitation to any class, list or category;
a law includes any provision of any constitution, statute, statutory instrument, order, by-law, directive, regulation or decision of any governmental entity and any judicial or administrative interpretation of any of the foregoing, in each case, as amended, revised, modified or replaced from time to time; 
any Irish legal or accounting term for any action, remedy, method of judicial proceeding, insolvency proceeding, event of incapacity, legal or accounting document, legal or accounting status, court, governmental or administrative authority or agency, accounting body, official or any legal or accounting concept practice or principle or thing shall in respect of any jurisdiction other than Ireland be deemed to include what most approximates in that jurisdiction to the Irish legal or accounting term concerned;
‘writing’ shall include a reference to any electronic mode of representing or reproducing words in visible form;
‘business day’ shall be construed as a reference to a day (other than a Saturday or Sunday) on which the banks are generally open for business in Ireland; and
‘agreed form’ means in the form previously agreed by or on behalf of the parties to this Agreement and signed for the purposes of identification by or on behalf of each of them.

DURATION OF AGREEMENT
1.2 [bookmark: _Ref510032665]This Agreement shall come into effect on the date first above written, and shall continue in full force and effect for an initial period of 3 years (“Initial Term”) unless terminated sooner pursuant to Clause 18 below.
1.3 Following the Initial Term, the parties may agree to extend the term of this Agreement by such further period as may be agreed between them in writing. Without prejudice to the foregoing, CIB reserves the right to discontinue funding in case an extension of the term of this Agreement has not been negotiated by the expiry of the Initial Term. 

PRINCIPLES OF THE AGREEMENT
1.4 The CIB hereby agrees to Fund the Company for the provision of the Services subject to the terms and conditions of this Agreement and the Company hereby accepts the Funding and undertakes to apply same exclusively to the provision of the Services. 
1.5 As a condition to the provision of the funding and in accordance with the terms of this Agreement, the company shall in carrying out their obligations under this Agreement:
develop and deliver the Services to a high quality and standard and in compliance with any appropriate quality standards, Financial Controls and Codes of Practice. The Company shall be responsible for keeping itself apprised of, and adhering to at all times with the latest version of this document;
seek to respond to the needs of clients and to improve accessibility to the Services;
pursue a collaborative approach with CIB and with other voluntary, community and statutory service providers and agencies; 
implement and advance any change and modernisation as required by the CIB, in line with CIB and Government policy over the duration of this Agreement;
demonstrate commitment to the principle of accountability, as set out in this Agreement, in relation to the management of public funds and public trust in terms of systems of controls, record keeping, value for money and monitoring and evaluation;
respect and comply with the statutory role and regulatory and public accountability responsibilities of the CIB and at all times co-operate fully with the CIB, its staff and Board. 
1.6 The parties acknowledge that this Agreement is without prejudice to the statutory powers, discretion and rights of CIB in respect of the delivery of the Services. CIB reserves the right to carry out strategic reviews of the provision of the Services from time to time. For the avoidance of doubt, CIB makes no commitment, provides no warranty, representation or guarantee to the Company as to the entry into, expectation of or continuity of provision of the Services or entry into any future arrangement with the CIB.
1.7 The Company shall notify CIB immediately in writing upon becoming unable to provide the Services so as to ensure that CIB will be in a position to reallocate the Funding for other purposes or to another voluntary body within the meaning of the Comhairle Act 2000. To the extent the Company’s inability to provide the Services is caused by events or circumstances within the Company’s or the Directors’ reasonable control, the Company, shall immediately repay any Funding received from CIB in advance of the provision of the Services to the extent such Funding has not already been used for the provision of the Services. 
THE COMPANY 
1.8 The company shall in performance of the Services, exercise its powers in furtherance of its main object as identified in the Company’s Constitution and comply with all applicable laws and regulations, and all decisions, notices, codes and recommendations of any relevant regulatory or government body. 
1.9 The company shall register and remain registered with the Charities Regulator for the duration of the term of this Agreement and shall comply with their guidance on good governance such as the Governance Code. The Company shall at all times comply with the Code of Practice for Directors of a CIB Funded Company and as amended, revised, updated and replaced by CIB from time to time.
1.10 The company shall develop a strategic plan, reflecting key priorities in line with CIB Strategic Plan and Service Development Priorities for CIB funded services, and submit to CIB for its approval a written strategic plan (the “Strategy”) which shall set out the following:
the role, remit, and mission of the Company
 the key objectives of the Company for the term of the strategic plan and/ or such other term as may be agreed between the parties in writing;
the outputs expected from the Company’s activities during such period;  
the performance indicators/measures to be used to assess achievement of the Company’s objectives during such period; and
the proposed use of resources in the implementation of the Strategy plan.
1.11 [bookmark: _Ref510030587]The Company shall on an annual basis prepare and submit to CIB for its approval a written action/implementation plan (the “Action Plan”) by 31st January each year, on such template as provided by/agreed with CIB, based upon the strategy, which shall identify the various actions to be taken during the following twelve (12) month period to ensure full implementation of the strategy. The Action Plan shall be reviewed and (as appropriate) updated by the Company on a regular basis during the course of each year to take account of any material changes in the circumstances of the Company and any copy of any update shall be furnished to CIB. 
1.12 The Company shall on an annual basis prepare and submit to CIB for its approval a written end of year report on the Action Plan (the “End of Year Report”) on such template as provided by/agreed with CIB, which shall report on the implementation of the Action Plan. This end of year report must be provided to CIB by 31st January of the following year. 
1.13 The Company acknowledges that CIB relies on the Company’s knowledge, experience, expertise and competence in the provision of the Services, and on the accuracy of all statements, reports and returns made by the Company in connection with its obligations pursuant to this Agreement. 
1.14 A nominated representative of CIB shall be entitled to attend meetings of the Board of the Company:
in order to provide support and guidance in relation to the strategy, Action Plan and general development of the Company; and
to satisfy CIB that this Agreement is being adhered to, and for this purpose, the nominated CIB representative (Advocacy Executive) shall be included in the circulation of all documents which are being sent to Directors.
For the avoidance of doubt, the representative shall not be entitled to vote or to influence the Board except to offer support and guidance as described above. 
THE CITIZENS INFORMATION BOARD NON-FINANCIAL SUPPORT 
1.15 Citizens Information Board agrees (in each case to the extent determined by CIB at its sole discretion from time to time) to provide guidance and non-financial support to the Company for the duration of this Agreement across a range of areas, including the following forms of non-financial support: 
working with the Company with a view to implementation of best corporate governance practices;
reviewing, approving and/or commenting on the preparation and implementation of the Strategy and Action Plans;
providing Human Resource support to the Company in the form of an independent HR advice line for the Manager and nominated Director(s) of the Company and providing standardised job descriptions, adverts and contracts of employment and supporting the selection and recruitment of the Manager;
facilitating access for the Company to the Office of Government Procurement centralised procurement services for the supply of a variety of goods, works and services including advertising, printing, office provisions, telephone, fuel and energy;
procuring a centralised group insurance scheme to include the Company in accordance with the schedule(s) attached (Schedule 8) and circulated annually, notwithstanding the Company’s own obligation to ensure that the Company has at all times adequate insurance cover and indemnifies the CIB in accordance with clause 11 of this Agreement;
providing of training and information updates to the Manager and the Company and providing and maintaining an e-learning platform accessible to all staff; 
providing all ICT which shall remain in the ownership of CIB and be utilised in line with ICT Acceptable Usage Policy attached in Schedule 6 (and as amended, revised, modified or replaced from time to time by CIB). CIB will also provide an ICT support helpdesk to support the Company and staff with any ICT related issues;
promoting services and projects via online, social and traditional media.
CITIZENS INFORMATION BOARD FUNDING
1.16 Subject to CIB’s statutory responsibilities and obligations with respect to the provision of the Services generally and to CIB’s responsibilities in relation to public funds, and having regard to the level of funding made available to CIB by the Exchequer, the CIB will in its sole discretion decide the Funding to be made available annually to the Company in respect of the provision of the Services and subject to the Company complying with the terms of this Agreement.
1.17 The Company shall at all times during the course of the Agreement hold a Companies’ Registration Office (CRO) number, a valid tax clearance certificate, a registered charity number from the Charities Regulator and a CHY reference number re charitable tax exemption granted by Revenue.  Unless otherwise determined by CIB, all payments under this Agreement shall be conditional on the Board having evidence that a valid tax clearance certificate and a registered charity number and CHY reference number is in force at the time payment is due. 
1.18 All Funding payments under this Agreement shall be conditional on the CIB having evidence of compliance with the obligations under Clause 3.2 above at the time payment is due.
1.19 Any funding to be paid by CIB to the Company solely for the purpose of capital expenditure shall be managed under a separate process that is the CIB’s Premises Programme. The Company shall not proceed with any capital expenditure or project involving capital expenditure that will or may require assistance (of a revenue nature or otherwise) to be provided, at any time, by the CIB without the express prior written consent of the CIB.
1.20 In exceptional circumstances, CIB may agree in writing, in accordance with such terms and conditions as CIB may stipulate, to make additional funding available to the Company for such purposes as may be agreed between CIB and the Company. 
1.21 The Company shall ensure that all works, goods and services sourced or provided in relation to this Agreement are in compliance with the fundamental principles of procurement namely transparency, equality of treatment, non-discrimination, value for money and proportionality and shall generally adopt best practices in terms of procurement including where applicable Public Procurement Law and as outlined in the Financial Controls (Schedule 2 and as amended by CIB from time to time).
1.22 The Company shall not take over, purchase, lease, exchange, hire or otherwise acquire any real, leasehold private or commercial property without the prior written approval of CIB or sell or dispose of the undertaking or property of the Company or any part thereof or lease, mortgage, exchange develop, enfranchise, turn to account or otherwise deal with all or any of the property. 
1.23 All assets of the Company purchased from funding made available by CIB (“CIB Funds”) shall be maintained in good order, repair and condition. No assets of the Company purchased from CIB’s Funds shall be hired out, pledged, mortgaged or charged for financial gain. Where the Company ceases to operate, the Company shall agree with the CIB in advance all matters related to the disposal of all of its assets whether funded by CIB or by other public monies. Where such agreement cannot be reached, the assets in question shall revert to and vest in CIB. 
1.24 The Company shall comply with the Principles for Grantees (clarity, governance, value for money and fairness) and the disclosure and reporting requirements of the DPER Grants Circular 13/2014: Management of & Accountability for Grants from Exchequer Funds as amended or superseded and CIB shall be entitled to claw back or offset against future allocation any monies which have been unspent in a period. 
1.25 CIB provide funding for the core services of the Company, but maintain the right to reduce the grant provided by the equivalent amount of any other monies the Company receives from other sources such as income generated from IRIS or any other services. The Company must ensure that information regarding other sources of income is provided to CIB in an accurate and timley fashion. 
1.26 CIB, in accordance with its own internal control processes, has the right at all times on reasonable notice to inspect directly or through a CIB appointed auditor the books and accounts of the Company as well as areas of corporate governance, human resources and the systems of internal controls and risk management in place to ensure compliance with the terms of this Agreement.  
THE COMPANY PERSONNEL
The Company shall ensure that the Company is managed and staffed appropriately in order to satisfy the objectives of the Company as set out in its Constitution and in accordance with the terms of this Agreement to the extent that the employment of any staff member of the Company is dependent on the availability of the Funding. For the avoidance of doubt, the Company shall be solely responsible for any and all Personnel and all costs arising from the employment of the Company’s Personnel. The Company hereby acknowledges that the Personnel of the Company are not, nor shall they ever be deemed to be employees of CIB for any purpose or in any circumstances and the Company is solely responsible for discharging all obligations relating to the employment of the Company’s Personnel. 
The Company shall obtain CIB’s prior written consent in relation to:
the number and location of all individuals to be employed by the Company for the purpose of provision of the Services; 
the salary grades of personnel and the numbers of personnel in each grade; and
the recruitment process, job description, location and contracts of employment of such personnel. 
any changes relating to any of the above
1.27 The Company agrees the terms and conditions by which Personnel are to be employed as set out in both the Employee Handbook(s) attached in Schedules 3 and 4 and the Management and HR Practice Document attached in Schedule 9, which will be amended/updated from time to time by agreement with CIB.
1.28 [bookmark: _GoBack]The Company may not pay or subsidise salaries, expenses or other perquisites (including but not limited to, bonus payments and benefits in kind) which exceed those agreed by CIB and contained in the Financial Controls. 
1.29 To ensure there is an effective monitoring process in place to maintain the funded Personnel (employment numbers, pay costs and contractual commitments) within the agreed levels for the delivery of the Services, the Company shall submit a Staffing Return (Schedule 5) a week prior to each Operational Review Meeting which sets out the numbers employed by the Company and for each employee; name, position, location, salary grade & increment point, hours of work, gross salary, Employer’s PRSI, Employer’s Pension contribution, contract type: permanent/ temporary, start and end dates. In addition the Company will inform CIB of any staff leaving the Company as well as any period of long term (over one month) sickness or other absence within one month of the absence occurring. The Company will ensure that its privacy notice provided to staff reflects the above.
1.30 The Company agrees it shall employ, contract, engage, or accept, as part of the provision of the Services, only such persons who:
Possess the appropriate qualifications, experience and skills to perform the duties required of them; 
Receive appropriate orientation and induction and proper and sufficient training and instruction in the execution of their duties; 
Receive full and detailed appraisal and support in terms of performance and ongoing education and training in accordance with the performance management and development system in place; and
Comply with the Codes of Practice and any quality standards applicable to the delivery of the Services and expected standards of behaviour. 
The Company agrees that at all times during the term of this Agreement an employee shall be assigned exclusively to the role of Manager for the Company and whose role shall include acting as a liaison between CIB and the Company and participating in meetings with the CIB and responding to requests for information on the affairs of the Company. 
ICT   
Subject to the availability of resources, CIB will provide an ICT infrastructure (hardware, software, telephony, print management and helpdesk services) which supports service delivery and service management.
The Company and its Personnel agree to comply with the ICT Acceptable Usage policy as attached (Schedule 6) and amended by CIB from time to time.
In recognition of CIB’s obligations in relation to ICT expenditure under relevant circulars issued by, inter alia, the Department of Finance and/or Department of Public Expenditure and Reform, the Company shall not enter procurement of ICT hardware, software, systems or related ICT consultancy services unless and until the proposed expenditure has been approved by CIB in writing. 
CIB reserves the right to audit all ICT case management systems for data integrity. 
INFORMATION REQUIREMENTS, FREEDOM OF INFORMATION AND DATA PROTECTION
The Company agrees that it will comply with any written request from the CIB for any information that the CIB considers material to the terms of this Agreement and in line with CIB’s statutory right in accordance with Section 1 (C) and 1 (D) of the Citizens Information Act 2007. All such requests will have due regard to Data Protection. The Company will supply information arising from such requests to the CIB without limitation; information required by reason of, or relating to or arising out of:
Parliamentary Questions;
Freedom of Information Requests;
Response to correspondence/complaints from Clients or the compilation of statistical data in relation to the Services or Clients; or
Any other reasonable request in line with CIB’s statutory functions and powers. 
The Company acknowledges that the CIB is subject to the Freedom of Information Act 2015.
The Company shall co-operate fully with the CIB in relation to any Freedom of Information requests being dealt with by the CIB and will produce any requested materials promptly to the CIB for consideration and if appropriate, disclosure.  CIB shall have no liability for any disclosure made by it in accordance with the requirements of the Freedom of Information Act and this clause 9.2. 
The CIB acknowledges the value of information sharing and exchange amongst different providers of the same or similar services. The Company agrees to provide relevant information relating to the Services to other CIB funded services.  
Both CIB and the Company shall comply with their statutory obligations under the Data Protection Acts. In this regard, insofar as the Company obtains and processes personal data relating to Clients or any other persons in the course of the provision of the Services, it shall comply with its obligations as a “data controller” under the Data Protection Acts and with all the rules and policies governing the obtaining, retention, use, disclosure, security and deletion of information as may be set out in the Codes of Practice from time to time. 
As CIB provides the ICT Systems for the Company, the CIB is deemed to be a “Data Processor” under the Data Protection Acts, and the Company therefore agrees to enter into a Data Processing Agreement with CIB in substantially such form as contained in Schedule 7 and incorporated into this agreement by reference here and as amended by CIB from time to time in line with legislation or regulation changes. 
Without prejudice to the generality of the provision of clause 9.4, the Company shall ensure that it has obtained all consents, authorisations and permissions which are required by law to enable the Company to access and disclose any personal data which is sought by CIB for specified purposes (Personnel information, ICT systems and data integrity audits, monitoring, review and evaluation, social policy and research, case studies, investigating client complaints). 
Each party will ensure that any information acquired in or in connection with the performance of its obligations under this Agreement concerning the other or the other’s business, affairs, staff or procedures or relating to the provisions of this Agreement and any negotiations or disputes between the parties to this Agreement will be treated as confidential and will not be disclosed to any person, other than a person expressly authorised by either party in writing. 
Either party may disclose information which would otherwise be confidential notwithstanding anything contained in Clause 9.7:
(a) If and to the extent required by law or for the purpose of any judicial inquiry or court proceedings;
(b) If and to the extent of reasons outlined in clause 9.1;
(c) If and to the extent required by any regulatory or governmental authority in Ireland to which that party is subject;
(d) If and to the extent necessary or desirable for the conduct of any mediation pursuant to clause 16, Dispute Resolution; 
(e) To its professional advisers, auditors, bankers and insurers on a strictly confidential basis;
(f) If and to the extent the other party has given prior written consent to the disclosure, such consent not to be unreasonably withheld or delayed; or
(g) If necessary for the CIB to fulfil its statutory object and functions pursuant to the Acts. 
The provisions of this clause 9 shall continue to apply notwithstanding the termination of this Agreement for any reason. 
INTELLECTUAL PROPERTY RIGHTS, BRANDING & MARKETING
The Company agrees that all intellectual property rights (including but not limited to copyright, patents, trademarks, service marks, designs and all other registrable and un-registrable intellectual property rights and any applications for registration of such) arising in relation to the provision of the Services pursuant to this Agreement shall automatically vest in CIB. To the extent necessary to vest title in CIB, the Company hereby fully assigns, as a present and future assignment, and conveys to CIB all such intellectual property rights free from all encumbrances and waives all moral rights in relation to such.  
The Company shall, at CIB’s request, participate and cooperate with CIB in any marketing or branding strategies or programmes carried out by CIB. 
The Company shall ensure that CIB’s name, logo, insignia (as such logo or insignia may be varied from time to time by CIB) and/ or any other identity elements are used at CIB’s prior written consent.  
The Company shall give full and appropriate recognition to CIB’s support of the Company in all announcements, advertising or promotional and other material relating to the activities of the Company.
In undertaking any public relations or marketing activity, the Company shall at all time adhere to the PR Guidelines for Funded Services provided in Schedule 11.
QUALITY STANDARDS, CODES OF PRACTICE & COMPLAINTS
The Company shall deliver the Services to a high quality and standard and in line with best practice within the sector. The Company will put mechanisms in place to assess quality and standards in the delivery of Services throughout the organisation, in line with best practice.
The Company will conduct Client surveys or use qualitative methods for obtaining Client input in the delivery of the Services with a particular emphasis on capturing client outcomes. 
The Company will maintain a complaints policy and procedure in line with the principles of the CIB’s Customer Charter and Complaints Procedure as available on the CIB’s website. In addition, the Company will inform CIB of any complaints it receives including both the detail of the complaint and the Company response.
The Company agrees to adhere to the Customer Charter and Complaints Procedure and to co-operate fully with the CIB’s complaints officer when investigating a complaint made against the Company and in implementing any recommendations on foot of an investigation. 
SOCIAL POLICY AND RESEARCH
CIB is committed to its function of supporting the effectiveness of current social policy and social services and to highlight issues of concern to users of those services. To this end the Company will support CIB in data collection, the gathering of social policy information and evidence and in any research initiated by CIB. 
The CIB should be notified of any research being commissioned directly by the Company or of any involvement by the Company in third party research or data sharing with third parties. 
Where a Company commits its own resources to research or social policy reports it should seek approval in writing from CIB in advance and work with CIB’s Social Policy and Research team to ensure best practice in research methodology and report writing. Additional resources may be allocated to the Company for social policy and research, at the discretion of CIB. 
CIB funding and support should be acknowledged in all reports published online or in print. 
MONITORING, REVIEW, AND EVALUATION
The CIB shall monitor the standard of performance of the Services in accordance with generally accepted best practice and by the key performance indicators as outlined in the Strategy Statement and Action Plan as well as idenfitied within the Operational Performance Report (Schedule 10). The performance moinitoring will relate to the quality of services that are provided by the Company as well as its governance, financial and HR functions.
The CIB shall be entitled to inspect and review the performance and provision of the Services by the Company and may on reasonable notice arrange an independent party to audit and review same throughout the term of the Agreement or on Termination. This may include services delivered to clients as well as HR, finance and governance functions. 
Any person duly authorised by the CIB (“Authorised Person”) (see schedule 12) for the purposes of either an evaluation or review under Clause 13.2 may visit any of the Company’s premises on reasonable written notice to carry out an audit or review of the provision of the Services and/or may request the provision of documentation or review data maintained on ICT systems. Such audits, reviews and requests for documentation shall include, inter alia, the inspection, monitoring, review and assessment of the Company’s premises, facilities, records, equipment, procedures and records (including, without limitation, Company Personnel records, financial records and information and records on Clients). The Authorised Person may also meet with or contact by telephone the Company’s Clients and Personnel and seek their view of the Services and may with the permission of the Client observe and review the interaction between the Company Personnel and the Client in the provision of the Services. 
The Company shall cooperate with CIB in a monitoring and review process called the “Operational Review Meeting” to support and monitor the implementation, review and evaluation of this Agreement. Frequency of such meetings will be decided by CIB but will be at least quarterly.
The parties to the Operational Review Meeting shall be the CIB, represented by the CIB Advocacy Manager and Advocacy Executive (see schedule 12) and the Company (which will be represented by the Manager and the Chairperson of the Company). 
The provisions of this Agreement including the Schedules and the performance of the Services, including quality of service provision, governance, finance and HR shall be reviewed at each Operational Review Meeting and shall follow the Operational Review Meeting Terms of Reference and template as produced and amended by CIB from time to time and circulated to the Company in advance of the meetings. The Company will submit a completed ‘Operational Performance Report’ using the CIB template provided at least a week in advance of the meeting. 
AUDIT, ACCOUNTING AND REPORTING
The Company shall maintain proper, regular and up-to-date financial and accounting records in relation to the Company’s business and affairs. Such books and records shall be kept by the Company in a safe place during the term of this Agreement and for a minimum period of 7 years thereafter.
The Company shall provide to Citizens Information Board:
an audited and certified balance sheet and revenue and expenditure account for the Company in respect of each financial year during the term of this Agreement within six months of the end of the financial year to which such accounts relate together with the relevant directors’ and auditors’ reports thereon;
such other information relating to the activities of the Company as specified in the Financial Controls (Schedule 2) and as amended by CIB from time to time or may be requested pursuant to clause 9.1 of this Agreement. 
[bookmark: _DV_C43][bookmark: _DV_M119][bookmark: _DV_C45][bookmark: _DV_M121][bookmark: _DV_M122]Any person(s) designated by CIB shall be entitled at any time to enter into any premises of the Company at CIB’s expense within normal business hours to examine the books, records, accounts, memoranda, correspondence files, receipts and other documents and data of the Company and shall be supplied with all information (including copies or extracts therefrom) and explanations relating to the business affairs and financial position of the Company as it may reasonably require.
Without prejudice to the foregoing, the Company will provide CIB forthwith with such information relating to the operation of the Company and the income and expenditure of the Company during the term of this Agreement as may be requested by CIB from time to time and as set out in the Financial Controls.
Without limiting the generality of clause 14.4 the Company agrees that CIB have the right at any time to cause an audit to be made by a firm of professional accountants of CIB’s choice of all books, records and other data and material in the possession or under the control of the Company and relating to the Company.  
The Company is in receipt of in excess of 50% of its income from public funds and therefore must make available, for inspection, its books and accounts to the Comptroller and Auditor General.
INSURANCE
The Company undertakes to effect and maintain at all times during the currency of this Agreement and for a period of 12 months following its termination (at its own expense) such insurance policies in such indemnity amounts and subject to such elements of self-insurance as would be effected and maintained by a prudent service provider in the position of the Company. All insurances required to be effected by the Company shall be effected through or with (as applicable) insurance brokers and insurers of recognised standing. The Citizens Information Board shall be noted as an indemnified party on all policies maintained by the Company pursuant to this clause 15.
The Company shall retain and, when required in writing by CIB to do so, produce for inspection copies of all insurance policies maintained by it in respect of the Company and up-to-date receipts in respect of all premiums paid in relation to such policies.
Where CIB procures, through a collective or group procurement arrangement, an insurance policy offering at least the same level of cover for those same risks as those for which the Company may already have policies in place, the Company shall make arrangements to replace its existing insurance policies with those procured by CIB on expiry of its current policies’ term. Copies of the Group Insurance Policies in place as at the date of signing of this Agreement are provided in Schedule 8 hereto. CIB retains the right at its sole discretion to replace or amend Schedule 8 from time to time and to communicate any changes to the Company. The Company shall at all times during the term of this Agreement comply with the terms of the Group Insurance Policies. 
The Company shall notify CIB in writing at the earliest possible opportunity, of any claim which it is making or expects or intends to make on any policy maintained by it pursuant to this clause 15, and shall keep CIB informed, in writing, as to the progress of any such claim. Without limitation, the Company shall, if so requested in writing by CIB, provide CIB with copies of documents which are relevant to any such claim. 
The obtaining and maintaining by the Company of any of the insurances required under this clause 15 shall not in any way reduce, limit or diminish the Company’s responsibilities and/or liabilities arising under or pursuant to the provisions of this Agreement.
The provisions of this clause 15 shall survive the termination and expiry of this Agreement. 
DISPUTE RESOLUTION
Both parties to this Agreement commit to resolving any difficulties arising from its implementation by those most directly involved with the issue of difficulty. It is expected that any disputes in relation to this Agreement shall be resolved through direct discussion, in the first instance between the Advocacy Executive and Advocacy Manager representing the CIB, and the Manager and Chairperson representing the Company. Such discussions may take place at the Operational Review Meeting or earlier if this meeting has not been scheduled. 
In instances of a difficulty which remains unresolved or is protracted or is of critical significance, personnel from both parties will refer issues to a CIB Senior Manager.
The CIB Senior Manager will meet with the Chairperson of the Company’s Board to discuss resolution of the issue. 
In the event that the issue cannot be resolved fully by written agreement within one calendar month at this level, the matter will be referred to the Chief Executive of CIB.
Where after intervention by the Chief Executive, the matter remains unresolved, then the dispute may be referred by the Chief Executive to external mediation. The mediator shall be nominated by agreement in writing within 14 days of the decision to refer for mediation. Each party agrees to provide documentary evidence of the issue to the appointed mediator for review.
The Mediation shall be non-binding unless approved in writing by both the Board of CIB and the Board of the Company,
Unless otherwise agreed, mediation shall commence not later than 21 days after the appointment of the mediator.
A dispute arising out of or in connection with this Agreement shall not prevent or delay in any way performance of its obligations under this Agreement by the Company in accordance with the terms of this Agreement, unless otherwise agreed between the parties, and should a dispute occur, the Company must ensure that the Services to the Clients will not be affected. 
The CIB may refuse to proceed with the dispute resolution process set out from 16.3 onwards if the CIB, acting reasonably, deems the matter to be frivolous, vexatious or an abuse of process and CIB shall notify the Company in writing accordingly.  
The provision of this clause 16 shall be without prejudice to any other rights of the parties pursuant to this Agreement, including any rights to which the dispute being dealt with by either party under clause 16 relates. 
The provisions of this clause 16 shall be without prejudice to CIB’s right to terminate this Agreement pursuant to clause 18. 
PERFORMANCE ISSUES
First Performance Notice 
Without prejudice to any other rights the CIB may have under this Agreement, if, as a result of information received, or audit/inspection undertaken or following a Operational Review Meeting Meeting or otherwise, the CIB is of the opinion that there may be a potential non-compliance with any of its obligations hereunder or herein provided for (“Non-Compliance”), the CIB may give notice in writing to the Company by issuing a First Performance Notice specifying:

the reasons why the CIB has a reasonable concern that the Company is in potential Non-Compliance;
the respect(s) in which the CIB considers the Company is in potential Non-Compliance;
the decision-making process which the CIB will follow in determining whether there is Non-Compliance;
such steps as the CIB may deem necessary for the Company to take to address the potential Non-Compliance to the satisfaction of the CIB and the time frame for such remedy; and
any steps which the CIB may take or may require the Company to take, whether under Clause 17.3 or otherwise, and the period or other relevant details in respect of same.
The Company will have 14 days (or such other shorter or longer period as the CIB may specify) from the date of the First Notification Letter, to make written representations to the CIB in respect thereof and/or to address the matters specified in the First Performance Notice.
The CIB shall consider the representations received from the Company and may (in its absolute discretion) meet with the Company to discuss the matter. 
Following expiry of the period provided for in clause 17.1(b) and having considered the Company’s representations (if any), the CIB shall make a determination as follows:

if the CIB determines that the Company is not in Non-Compliance it shall so inform the Company in writing; 
if the CIB determines that there has been a Non-Compliance but this has been addressed to the CIB’s satisfaction then the CIB shall so inform the Company in writing; or
if the CIB determines that the Company is in Non-Compliance and that Non-Compliance has not been addressed to the CIB’s satisfaction, it may issue a Second Performance Notice, in the terms set out in Clause 17.2 below.
Second Performance Notice

The Second Performance Notice shall specify:
the determination of the CIB;
the reasons for the CIB’s determination;
the steps the CIB requires the Company to take (which may include, without limitation, the Company preparing and implementing a plan of action) to address the failure to comply with the First Performance Notice or the Non-Compliance to the satisfaction of the CIB and the period within which they should be taken; and
the steps which the CIB is to take or requires the Company to take whether under clause 17.3 or otherwise and the period or other relevant details in respect of same, as appropriate (both the required steps and the time period shall be reasonable in the circumstances).
Possible Actions where Company has not addressed a Non-Compliance

Where a Company has failed to address a Non-Compliance to the satisfaction of the CIB, whether as identified in a First Performance Notice or Second Performance Notice, the CIB may do one or more of the following:
where the CIB reasonably believes that the provision of training may assist the Company in addressing the Non-Compliance or maintaining compliance, the CIB may require the Company to ensure that appropriate training is provided to the Board of the Company and/or Company Personnel, at the expense of the Company, as the CIB deems is required to address the Non-Compliance;
withhold a proportionate percentage of the Funding allocated to the Company in respect of the Non-Compliance until such time as the Company becomes compliant with this Agreement to the satisfaction of the CIB;
where, in the opinion of the CIB, the Company has failed to observe restrictions imposed on the payment of remuneration to Company Personnel, the CIB may:

require any amount up to the amount paid to Company Personnel which is in excess of the relevant pay scales to be paid to the CIB; or
reduce the Funding provided to the Company by an amount up to the excess amount;
preclude any consideration of any request from the Company for the provision and funding of Additional Services until such time as the Company addresses the Non-Compliance to the satisfaction of the CIB;
preclude any consideration of any request from the Company for the provision of any capital funding until such time as the Company addresses the Non-Compliance to the satisfaction of the CIB;
preclude any consideration of any request from the Company for employment of any replacement or additional staff until such time as the Company addresses the Non-Compliance to the satisfaction of the CIB;
determine this Agreement in respect of such part of the Services to which the Non-Compliance relates and thereafter withhold the proportionate amount of the Funding relating to those Services; or
 terminate this Agreement in line with clause 18 of this Agreement. 

For the avoidance of doubt, the actions listed above are non-exhaustive and shall not limit in any way whatsoever the possible actions which the CIB may request a Company to take to address a Non-Compliance.
Notices

Any notices served under this clause 17 shall be authorised by the grade of CIB Senior Manager or CIB CEO.  
TERMINATION or EXPIRY
Citizens Information Board may terminate this Agreement upon written notice to the Company at any time in the event that:  
the Company commits any serious Non-Compliance with this Agreement and fails to remedy such Non-Compliance (if capable of remedy) within thirty (30) days of receiving notice of same from Citizens Information Board or as specified under clause 17 of this Agreement; 
the Company provides any information (including in relation to expenditure of the Funding) or report to Citizens Information Board which is incorrect or inaccurate to a material degree or fails to report to Citizens Information Board in accordance with clause 14;
[bookmark: _DV_M265]a resolution is passed or a petition is presented (and not withdrawn or set aside within thirty (30) days) for the winding up of the Company other than for the purposes of restructuring or amalgamation while solvent on terms which have been previously approved in writing by Citizens Information Board;
[bookmark: _DV_M266]the Company enters into any arrangement or composition for the benefit of its creditors;
[bookmark: _DV_C165][bookmark: _DV_M267][bookmark: _DV_M268]an encumbrancer takes possession of or a distress, execution, sequestration or a process is levied on or issued against any of the property of the Company and not discharged within thirty (30) days;
[bookmark: _DV_M269]a receiver or examiner is appointed (by Citizens Information Board or any other person) in respect of the whole or any part of the undertaking or assets of the Company;
[bookmark: _DV_M270]any security given by any mortgage, charge or other security interest created by the Company becomes enforceable whether or not the mortgagee or charge takes steps to enforce same;
[bookmark: _DV_M271]the Company ceases or threatens to cease to trade or carry on its business or substantially the whole of its business;
the Company is unable to pay its debts as they fall due;
the Company sells, transfers, leases or otherwise disposes of (or purports or attempts to do any of the foregoing) the whole or any part of its undertakings, properties or assets by a single or a number of transactions (whether related or not and whether at the same time or over a period of time) without the prior written approval of Citizens Information Board;
[bookmark: _DV_M276]the Company causes or is subject to any event, with respect to which, under the applicable laws of any jurisdiction, has an analogous effect to any of the events specified in clauses 18.1(c)  to 18.1(j) above.
In the event that Citizens Information Board terminates this Agreement, any entitlement of the Company to receive any outstanding portion of the Funding shall cease automatically and any such termination shall be without prejudice to the right of the Company to claim a complete or partial refund of the Funding or damages for breach of contract or any of its other rights.
ETHICS & CONFLICTS OF INTEREST
The Company shall ensure that neither it nor any of its Directors or Personnel shall accept any professional or other commitment or engagement during the term of the Agreement which conflicts or might reasonably be expected to conflict with the duties and obligations undertaken by the Company hereunder and/or the business or activities of Citizens Information Board (“Conflict of Interest”). The Company warrants that it has disclosed to CIB any such Conflict of Interest as may already be in existence on the date hereof. The Company undertakes that it shall notify CIB of any actual or potential Conflict of Interest arising during the Agreement and that it shall act in accordance with CIB’s reasonable instructions in respect of such actual or potential conflicts of interest.
The Company shall develop a code of conduct for Directors and Personnel and maintain best standards of business ethics to include taking all reasonable steps to prevent Directors, Personnel or agents of the Company from making, receiving, providing or offering gifts of any kind as an inducement or reward for doing or forbearing to do, or for having done or forborne to do, any action in relation to this Agreement or for showing or forbearing to show favour or disfavour to any person in relation to this Agreement or for the purpose of influencing individuals, firms or bodies corporate to act contrary to both parties’ interests. 
The company must notify CIB in writing of any lobbying activity (or activity that might reasonably be constrused as lobbying), including email, telephone calls or meetings with external stakeholders, such as officials from any Government Department or Political Party.
WARRANTIES CONFIRMATION AND INDEMNITY

The Company hereby warrants to and undertakes with Citizens Information Board that:
the Company will apply the Funding exclusively for the purposes of the Company and in accordance with this Agreement;
the Company will not cease or materially reduce the activities of the Company without the written consent of Citizens Information Board;
the Company will comply with all applicable laws, by-laws, regulations, codes of practice and ethical guidelines in the running of the Company and the carrying out of the Company’s duties and obligations hereunder; 
neither the Company nor its employees, servants, agents or sub-contractors will pledge the credit of Citizens Information Board; and
the Company will indemnify Citizens Information Board from and against any and all liability, loss, costs, claims, expenses or damages resulting directly or indirectly from the Company’s operations and/or any breach by the Company of any of the terms, agreements, conditions, warranties or obligations on the part of the Company herein contained.
The Company hereby confirms that it has considered all of the provisions of this agreement in detail and has been afforded the opportunity to consult with its legal advisers in respect of same and confirms that it considers the provisions hereof reasonable in all the circumstances.
MISCELLANEOUS
[bookmark: _DV_M285]Nothing in this Agreement shall be deemed to constitute a partnership or joint venture between the parties and neither party shall hold itself out as the agent for or incur any liability on behalf or in the name of the other.
[bookmark: _Ref92616189]Each party to this Agreement will pay its own costs of and incidental to the negotiation and execution of this Agreement.
[bookmark: _DV_M287]The provisions of this Agreement, and the rights and remedies of the parties under this Agreement, are cumulative and are without prejudice and in addition to any rights or remedies a party may have at law or in equity.  No exercise by a party of any one right or remedy under this Agreement, or at law or in equity, will (save to the extent, if any, provided expressly in this Agreement, or at law or in equity) operate so as to hinder or prevent the exercise by it of any other such right or remedy.
[bookmark: _DV_M288]Neither the rights nor the obligations of the Company under or arising out of this Agreement may be assigned, novated, transferred, or otherwise disposed of or subcontracted, in whole or in part, without the prior written consent of Citizens Information Board.  CIB may on giving written notice to the Company assign or transfer all or any of Citizens Information Board’s rights and obligations under this Agreement.
[bookmark: _DV_M289]Termination of this Agreement howsoever caused will not affect any rights or obligations which have accrued prior to the date of termination.
[bookmark: _DV_M290][bookmark: _DV_M291]The rights of a party will not be prejudiced or restricted by any indulgence or forbearance extended to the other party or other parties, and no waiver by a party in respect of any breach will operate as a waiver in respect of any subsequent breach. No failure or delay by a party in exercising any right or remedy will operate as a waiver thereof, nor will any single or partial exercise or waiver of any right or remedy prejudice its further exercise or the exercise of any other right or remedy. 
No term or provision of this Agreement shall be considered as waived by any party to this Agreement unless a waiver is given in writing by that party.
[bookmark: _DV_C176][bookmark: _DV_M295][bookmark: _DV_C178][bookmark: _DV_M296][bookmark: _DV_C179][bookmark: _DV_C180][bookmark: _DV_M298]This Agreement will be binding and ensure for the benefit of Citizens Information Board and the Company and their respective successors and, in the case of Citizens Information Board, its permitted assigns.
This Agreement contains the entire agreement between the parties hereto and contains all terms which the parties have agreed with respect to its subject matter and this Agreement supersedes and extinguishes all previous drafts, agreements, contracts and undertakings between the parties.
If any term, condition or provision of this Agreement shall be held to be invalid, unlawful or unenforceable to any extent, such term, condition or provision shall not affect the validity, legality and enforceability of the other provisions of this Agreement.
[bookmark: _DV_M299]The Company acknowledges that it has not been induced to enter into this Agreement by a statement or promise which this Agreement does not contain.
[bookmark: _DV_M306]The Company shall from time to time execute such further assurances and do such things and afford to the CIB such assistance as may reasonably be required for the purpose of giving full effect to the terms of this Agreement.
[bookmark: _DV_M307]This Agreement may be executed in more than one counterpart, each of which constitutes an original.
[bookmark: _DV_M308][bookmark: _DV_M309]Any notice or other communication given or made under this Agreement shall be in writing and may be delivered to the relevant party or sent by pre-paid post or e-mail addressed to the officers set out below or comparable means of communication to the address of that party specified in this Agreement or to that party's e-mail address thereat or such other address or number as may be notified hereunder by that party from time to time for this purpose and will be effective notwithstanding any change of address or facsimile number not so notified. For the avoidance of doubt, the service of any notice of any claim, dispute, termination, breach or legal proceedings in connection with this Agreement shall not be made by e-mail or comparable means of communication. Unless the contrary is proved, each such notice or communication will be deemed to have been given or made and delivered, if by post 48 hours after posting, if by delivery when left at the relevant address or, if by facsimile or e-mail upon transmission during normal business hours (otherwise on the next following Business Day), subject to the correct answerback code or facsimile number being received on the transmission report or in the case of e-mail provided the sender has not received notice of failed or delayed delivery.

CIB: Senior Manager with responsibility for SLIS

SLIS: Chairperson or Manager
This Agreement and all relationships created hereby will in all respects be governed by and construed in accordance with the laws of Ireland.  The parties hereby irrevocably submit to the jurisdiction of the Irish courts to determine any dispute arising hereunder or in connection with the subject matter hereof.






IN WITNESS WHEREOF the parties have executed this Agreement the day and year first herein written.






SIGNED by_______________________________________________
[bookmark: _DV_M575]for and on behalf of 
[bookmark: _DV_M576]Citizens Information Board 
[bookmark: _DV_M578]
in the presence of: _________________________________________

DATE:									











PRESENT when the common seal of 
Sign Language Interpretation Service CLG
was affixed hereto:

								(affix seal here)

__________________________________________________________
DIRECTOR


__________________________________________________________
DIRECTOR/SECRETARY



DATE:				







SCHEDULE 1

SERVICE DELIVERY SPECIFICATION FOR SIGN LANGUAGE INTERPRETING SERVICE (SLIS)

In line with its mission and strategic priorities, SLIS will deliver such services as have been agreed with CIB, and according to any appropriate agreed national legislation, standards and frameworks.   
In particular, SLIS will:
· Deliver a high-quality, accessible, well-promoted remote interpreting service to the Deaf community.
· Carry out such functions and deliver such services as set out under the National Disability Inclusion Strategy (NDIS).
· Develop such projects, pilots and programmes as agreed by CIB and in line with its Strategic Plan and annual implementation plans (core and NDIS).
· Where it is not the direct service provider, SLIS will also promote the right of access to quality interpreting for the Deaf community.
 The following Service Delivery specification applies: 
1. Sign Language Interpreting Service (Role and Purpose)
a) SLIS provides a confidential remote interpreting service to members of the Deaf community, which is appropriate to each client’s needs.
b) SLIS assists members of the Deaf community to access services and achieve equality of service provision
c) SLIS promotes awareness with service organisations for the needs of the Deaf community regarding access to services via ISL interpretation
d) In addition, SLIS undertakes any such activities relating to its role and purpose as might be prescribed by the Minister or the Citizens Information Board

2. Sign Language Interpreting Service (Availability and Access)
a) Services provided by SLIS will be accessible to all
b) SLIS Office opening hours are Monday to Friday 9.00 am – 5.00 pm
c) IRIS opening hours expanded from January 2nd, 2019 to provide a seven day per week service to include evenings and weekends with opening hours: 
· Weekdays:   8.00 am - 8.00 pm including lunchtimes. 
· Weekends:  Saturday 10.00 am - 4 pm and Sunday 12 noon - 2 pm.
d) The opening hours of IRIS may be reviewed and amended based on demand, however maintaining compliance with agreed service delivery under the National Disability Inclusion Strategy.
e) SLIS will advertise/promote its services, using a variety of methods, and according to a costed, promotional plan

3. Sign Language Interpreting Service (Operations/Service Delivery)
a) SLIS will ensure compliance with all GDPR requirements. 
b) SLIS will continually develop the capacity of IRIS, ensuring regular quality assurance reviews are undertaken, and in line with any agreed actions as may arise from the recommendations of any IRIS evaluations.  
c) SLIS will maintain oversight of developing technologies in relation to the delivery of IRIS, maintenance and upgrades can be discussed and advanced in collaboration with CIB.
d) SLIS will enhance its data collection and analysis systems in order that they are fit for purpose with respect to an expanding IRIS service.
e) SLIS will increase the number of trained Sign Language and Deaf Interpreters as per the National Disability Inclusion Strategy 2017-2021, and in accordance with the Strategic Framework commissioned in this regard.
f) SLIS will put in place a quality assurance and registration scheme for ISL interpreters, as per the NDIS 2017-2021.
g) SLIS will provide ongoing professional training and development for ISL interpreters, drawing on the Strategic Framework and in line with agreed actions as per CIB-approved annual implementation plans.
h) SLIS will foster positive working relationships with public services.
i) SLIS will work in partnership with other relevant agencies as applicable.
j) SLIS will ensure that clear Key Performance Indicators – and related quantitative and qualitative targets – are in place with respect to each of its core and NDIS service offerings and will keep these under regular review (presenting the data at the CIB-SLIS Operational Review Meeting).
k) Additional services or changes to services over and above current scheduled services will require agreement and sanction from CIB in advance.






















SCHEDULE 2

Financial Controls


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document















SCHEDULE 3

Employee Handbook


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document.














SCHEDULE 4

Interpreter Handbook


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document





SCHEDULE 5

Staffing Return


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document


























SCHEDULE 6

ICT Acceptable Usage Policy


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document





[bookmark: _Toc87689371][bookmark: _Toc118093885][bookmark: _Toc118171378][bookmark: _Toc277090158][bookmark: _Toc284247385]




SCHEDULE 7

CIB Data Processing Agreement


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document







SCHEDULE 8

Insurance Schedule


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document









SCHEDULE 9

Management and HR Practice


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document
This document will be provided by CIB at a later stage and included as a schedule to the SLA from an agreed date. 

SCHEDULE 10

Operational Performance Report


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document





SCHEDULE 11

PR Guidelines for Funded Services


The document may be amended, revised, replaced and updated from time to
time by the CIB. The Company is responsible for keeping itself appraised of,
and adhering to at all times, the latest version of this document



SCHEDULE 12

CIB Roles in Relation to SLIS

Within the Citizens Information Board the following staff will have an active role in overseeing and supporting the Company:

Advocacy Executive: responsible for the day to day oversight and support of SLIS. Expected to be the first point of contact between SLIS and CIB.

Advocacy Manager: responsible for decision making regarding finance, staffing and service delivery changes on the recommendation of the Advocacy Executive. Deal with any performance issues at an initial stage.

Senior Manager: responsible for dealing with serious performance concerns or other issues that have not be able to be resolved at a lower level.


It is expected that from time to time other CIB staff will provide support and information to SLIS on specific issues, for example*:

HR Executive: Oversight and approval of HR documents

Finance Executive: Oversight of financial returns

Facilities Executive: Support in relation to premises

PR and Promotions Executive: Support and oversight in relation to PR/Media.

Liaison Officer: Administrator who may attend SLIS meetings as an observer only.

*Note: this list is not exhaustive.


The Advocacy Executive must be copied on all communications from SLIS to CIB Operations and ICT Executives
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Introduction

1. Introduction

1.1. The following Financial Controls and Reporting Requirements apply to the Sign Language
Interpreting Service (SLIS), being in receipt of operational grants from the Citizens Information
Board (CIB). These procedures provide SLIS with the agreed current best practice in financial
management and compliance with company law.

1.2. The observance of proper financial control procedures is essential in the expenditure of public
funds and in delivering value for money to the taxpayer. Accountability and transparency in their
regard assists public confidence in the services provided.

1.3. The Financial Controls and Reporting Requirements are subject to on-going review and will be
updated by CIB as required, taking into account any issues arising from interactions between CIB,
Boards of Directors and SLIS staff. The following financial controls apply to all SLIS activities.

Notes: The Financial Controls and Reporting Requirements were compiled by the Citizens Information
Board, and have been reviewed by the Office of the Comptroller and Auditor General and the internal
auditors of the Citizens Information Board. Every effort has been made to ensure that the information
contained in this document is accurate. However, it is not intended as a comprehensive, stand-alone
system for the financial management of individual companies.

This document should be read in conjunction with the Service Level Agreement between SLIS and CIB,
Company Law Guidelines, the SLIS Employer Handbook and the Code of Practice for Directors of a
CIB Funded Company.

Grantees are referred to Circular 13/2014 from the Department of Public Expenditure & Reform,
“Management of and Accountability for Grants from Exchequer Funds” with particular emphasis to
section 5 Grantee Responsibilities. This Circular must be adhered to at all times for any service in
receipt of grant funding. (Appendix 18). The circular can be accessed on Infonet at the following link:
http://infonet/finance/index.aspx






Financial Responsibilities

2.1

2.2.

23.

2.4.

2.5.

2.6.

2.7.

Company Responsibilities

SLIS is a Company Limited by Guarantee and is required to submit audited accounts to the
Companies Registration Office, in a format and at a time set down by that office, in accordance
with the Companies Act (see www.cro.ie) and the Department of Public Expenditure and Reform
(DPER) Circular 13/2014 (Appendix 18).

A registered auditor must be appointed at the AGM for the annual audit of accounts. The letter of
engagement must state the duties for which the company engages the auditor (see Appendix 1).

CIB requires that SLIS must register with the Charities Regulator and secure Charitable Tax
Exemption from the Revenue Commissioners. Charitable tax exemption exempts charities from
Income Tax, Corporation Tax, Capital Gains Tax, DIRT, Capital Acquisitions Tax, Stamp Duty,
Dividend Withholding Tax, and Local Property Tax (see www.revenue.ie). There are also
favourable reductions on computer licences for charities and rates exemptions from local
authorities.

SLIS must report in their Financial Statements that the Citizens Information Board is the grant
making agency and that the sponsoring government department is the Department of Employment
Affairs & Social Protection (DEASP). (DPER Circular 13/2014 refers Appendix 18).

As SLIS receive in excess of 50% of their funding from public funds, the Comptroller and Auditor
General has the power to inspect through CIB the accounts of SLIS.

CIB will also carry out audits from time to time as part of its own internal audit process.
While the focus of such audits is primarily financial, they also cover areas of corporate governance.

The audits will seek to establish what systems and controls are in place and evaluate their
adequacy and effectiveness.






3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

Financial Responsibilities of the Board of Directors

The Board of Directors retains legal responsibility for running the company and is ultimately
responsible for the administration of all funds received by SLIS from CIB. Therefore, it is to the
responsibility of the Board of Directors to ensure that a comprehensive system of financial
management is in place.

A Treasurer who has knowledge of financial controls must be appointed, to ensure that the system
of accounting is working well and that regular checks on financial matters are taking place.

Following confirmation of the operational grant and NDIS grant for the year from CIB, the Board
must draw up and approve two detailed Cash Budget Plans and Salary Cash Budget Plans, one
in respect of the core operational grant and one in respect of the NDIS grant. Each budget must
be based on approved work/project plans. Where members of staff carry both NDIS and core SLIS
responsibilities (approved by CIB), the salary must be appropriately split across the two Salary
Cash Budget Plans.

Monthly Financial Reports & Bank Reconciliation Statements, covering the period since the
previous Board Meeting, must be presented by the Treasurer at every meeting of the Board of
Directors. The SLIS Finance Officer and/or Manager will assist the Treasurer in the preparation of
these reports.

The Chairperson at each meeting must sign the Financial Reports and Bank Reconciliation
Statements having reviewed the expenditure and compared it with the annual budget. Variances
must be explained in the Comments section of the monthly return and all Virements must be
approved by the Board (see Section 10). The minutes of the Board meeting must record that this
has happened. Any problems or issues with the accounts must also be recorded.

The Board of Directors must ensure that Bi-monthly Financial Returns are made to CIB in
accordance with its reporting requirements. Board meetings should be scheduled to facilitate the
timely sign-off of the returns. Please take note of Financial Reporting Schedule - Appendix 18.

The Board of Directors must secure the prior authorisation of CIB in respect of the recruitment of
all staff. This includes temporary cover and acting up arrangements. At a minimum, an internal
recruitment process must be undertaken in the case of vacancies of three months or less, as per
the SLIS Employer Handbook. For contracts longer than three months, an open (external)
recruitment process will normally be required, with some exceptions (where CIB approved) in the
case of part-time contracts of less than six months in duration. Prior to embarking on any
recruitment process, SLIS must contact its CIB Advocacy Executive. All recruitment materials
including advertisement, job description, contract or letter of variation, handbook and incremental
credit process must have prior authorisation from CIB. Existing job descriptions, contracts,
handbooks and staff policies may not be altered or changed without authorisation from CIB. SLIS
must contact its CIB Advocacy Executive with any queries related to this.

Any extension of current fixed-term/specified-purpose contracts, even for periods of three months
or less, must have prior approval of CIB to ensure compliance with legislation and CIB
requirements. A Temporary Staffing Variation (TSV) form must be completed in the case of any
proposed temporary variations to the approved staffing cohort/hours, specifying whether or not
additional funding is required from CIB. (This form can be obtained from the CIB Advocacy
Executive). From approval date the service has four months to start recruitment, if recruitment
has not started by that date a new TSV has to be submitted for approval.

The Board of Directors must provide CIB with a copy of any proposed contract of employment, or
letter setting out variations to an existing contract, prior to its issue to a prospective or existing
employee, regardless of the length or nature of the contract. All new staff must be hired under
full-time (1.0 WTE) or half-time (0.5 WTE) contracts.

3.10. Where the Board wishes to appoint a new employee above point 1 on the relevant salary scale,

arequest for the application for incremental credit must be made to the HR Executive, Operations





3.11.

3.12.

3.13.

3.14.

Team, CIB. Any decision to award incremental credit is made by CIB through an incremental
credit process.

Salary costs, including increments where applicable, must be based on the CIB-approved salary
scales for each role. The agreed salary scales are premised upon 35 hours per week (full-time)
working and 17.5 hours per week (half-time) working (see Appendix 2). These hours are
exclusive of meal breaks.

In compliance with the Pensions Acts 1990-2006, the Board of Directors must ensure that SLIS
remits to the pension scheme provider, within 21 days of the end of the month in which employee
deductions and employer contributions are due, employee pension contributions deducted from
salaries and employer contributions to employee pensions.

Where the Board of SLIS is the registered Trustee of the occupational pension scheme it offers
to its employees, CIB requires a letter from the Board to confirm that it is in full compliance with
the requirements of Trustees under the Pensions Acts. This confirmation is required in writing
every two years on the basis that the Pensions Board requires Trustees to undertake Trustee
training every two years. If the Board is not the Trustee, please ensure the nominated trustees
send a letter to CIB confirming the above also.

In accordance with the CIB-SLIS Service Level Agreement, the Board of Directors will not take
over, purchase, lease or sell any real estate property, without the prior consent of CIB.





41.

4.2.

4.3.

The Role of the Treasurer

The Treasurer is a member of the Board of Directors who has particular responsibility for the
financial affairs of SLIS. Employees of SLIS will assist the Treasurer in the financial work of SLIS.
The overall responsibility for compliance with the financial controls and reporting requirements
rests with the entire Board of Directors.

The role of the Treasurer is to oversee and monitor the financial affairs of SLIS, present financial
reports to the Board of Directors, and ensure that bank reconciliations and other internal checks
are carried out on a regular basis, including periodic reviews of computerised records.
Documented evidence must be maintained to show that these checks are carried out, and
signatures should be dated to evidence timeliness of the reviews.

It is strongly recommended that the SLIS Board maintains an active Finance and Audit Sub
Committee. In the absence of an active Finance & Audit Sub-Committee of the Board, the
Treasurer will have particular responsibility for budgets, corporate governance and risk
management. He/she will liaise with internal and external auditors and act on their
recommendations.





5. Funding Arrangements and Conditions

5.1 The payment of operational grants by CIB to SLIS require that the Financial Controls and Reporting
Requirements are followed, that SLIS adhere to the terms of their Service Level Agreement with
CIB and that Work Plan objectives are satisfactorily achieved.

5.2 Double Funding - It is a fundamental principle underpinning the rules for public expenditure and
CIB grant-aid that no costs for the same activity can be funded twice from exchequer funds.
Moreover, exchequer funds must not be used to meet costs funded simultaneously from some other
(non-exchequer) funding source. SLIS must not accept or receive funding from any other source
without prior CIB approval.

5.3 SLIS receives an operational grant and an NDIS grant annually from CIB and must account to CIB
for the expenditure of all grant monies remitted to it. Any balance that remains unexpended at the
end of the year has to be accounted for to CIB and may have to be surrendered. The amount of
the SLIS Operational Grant and NDIS grant may be reviewed and revised mid-year where
appropriate.

5.4 The spending of any surplus that might have been carried from one year to the next must have the
approval of the CIB Advocacy Manager.

5.5 Funding is made available on a bi-monthly instalment basis. However, if SLIS is found to be not
fulfilling its obligations under 5.1 above, actions taken by CIB might include interim monthly payment
arrangements, reduced payments, or suspension of payments, as appropriate, until such time as
all difficulties are resolved.

5.6 Following confirmation of its funding from the Department, CIB will notify SLIS of the exact figure of
their operational grant for the year. The first instalment of the SLIS operational grant and the NDIS
funding will be paid by CIB in January.

5.7 The balance of the current year’s operational grant and NDIS funding will be paid in five equal
instalments in early April, June, August, October and December, subject to: i) formal approval of
each Annual Cash Budget Plan by the Advocacy Manager; and ii) the receipt of satisfactory and
signed copies of the Financial Returns (FRs) which have been reviewed and verified by the Board
and signed by the Chairperson. CIB will release funding only when it is satisfied that the returns
are complete and accurate, and the explanations of variances are acceptable. In the case of
operating surpluses (i.e. underspending against the profiled annual cash budget plans), instalment
payments might be reduced or withheld.

5.8 CIB provides for an Employer contribution to the SLIS employee Occupational Pension of 7% of
employees’ salary, with employees contributing a minimum of 5% of salary.

5.9 CIB funds sick pay to services on the following basis:

Uncertified Sick Leave:

A maximum of seven (7) days uncertified sick leave is allowed in any rolling period of 12 months
(pro rata for part-time staff)!. A maximum of two (2) days may be taken at any one time. If the
number of day’s uncertified leave exceeds the allowance, the excess days will be deemed unpaid
leave. Uncertified sick leave may not be immediately preceded or followed by annual leave, special
leave or a rest period. If an employee is absent due to illness immediately preceding or following
annual leave, special leave or a rest period, a medical certificate must be obtained for the day(s)
sickness absence.

" A rolling year runs from a particular date, e.g. April 7th 2019, to the previous year, e.g. April 6th 2018. On receipt of a medical
certificate, a check should be made on the amount of sick leave taken by the employee concerned, starting with the date on
which the medical certificate begins and checking back 12 months to ascertain if the employee has exhausted the sick pay
scheme in that rolling 12-month period. In the case of uncertified sick leave, on the date on which an employee informs the
Line Manager that s/he is taking uncertified sick leave, a similar check should be made over the previous 12 months to
ascertain if the employee has reached the maximum 7 days uncertified sick leave in the rolling 12 month period.





Certified Sick Leave:

Sick pay is not paid during the first six (6) months service but previous service, so far as it has been
continuous, may be allowed to reckon towards the qualifying period for the granting of paid sick
leave. Qualifying service is exclusive of any period of leave without pay.

Normal salary will be paid during properly certified sick and uncertified sickness absence (subject
to the conditions set out above) up to a maximum of 12 weeks in any rolling period of twelve months
starting on the first day of iliness.

5.10  CIB funds 26 weeks’ statutory Maternity Leave. Additional funding for backfill cover might be
made available, following completion and approval of Temporary Staffing Variation (TSV) request
for cover, should the service not be in a position to meet the additional costs from within its
employee costs budget line or by way of virement.

Subject to having funding available and dependant on an assessment of service needs, an additional
two-week handover period prior to maternity leave and one-week handover period following
maternity leave may be funded by CIB. Services may also apply for funding to cover annual leave
and bank holidays taken in a block following maternity leave.

A template has been developed to assess the cost of maternity leave backfill which is available on
Infonet. The following is the link for the Maternity Leave Template: here._This link will bring you to
Finance and Administration section, Policies and Procedures. You will then find the Maternity Leave
Template.
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6 Record Keeping

6.1 All documentation (invoices, receipts, etc.) related to all items of income and expenditure must be
kept for a minimum of six years, after the end of the year to which they refer, in keeping with
company law requirements.

6.2 It is recommended that Financial Statements and records in relation to Insurance, Property, Land
or Real Estate be preserved indefinitely for historical and legacy reasons.

6.3 Tax records should be retained for eleven years as offences relating to the non-production of tax
documents may be instituted within 10 years of the commission of an offence or of the incurring of
a penalty. Payroll records should not be kept for more than seven years.

6.4 The following must be held on file:
e Budget Forms
Financial Statements
Quarterly Returns (including working papers)
Financial Reports to the Board of Directors
Bank Statements, Purchasing Card Statements & Credit Card Statements
Bank Reconciliation Statements
Assets Register
Tax Returns
Payroll (including personnel tax details)
Legal documentation
Leases &Contracts
Insurance details
Financial Policies (including travel and subsistence)
Audits
Decisions and correspondence related to financial matters
Minutes of meetings of the Board of Directors
Minutes of meetings of the Finance & Audit Subcommittee
Register of Board of Directors’ outside interests (to be updated annually).

6.5 All financial records should be held securely and electronic information should be backed up on a
network drive, with appropriate access to relevant staff using their own profile. In the interests of
continuity, one person should not retain unique access. Back-up copies must be saved regularly,
preferably on a daily basis, and must be password protected. Where data is copied to a USB data
key, the key must be encrypted.
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7 Protocols regarding Financial Irregularities

7.1 In the event of a complaint of financial irregularity in SLIS, a number of protocols must be followed
in conjunction with CIB.

7.2 On the advice of their Internal Auditors, CIB will inform the SLIS Chairperson that a concern has
been raised and that it has been passed to CIB’s Internal Auditors for immediate follow-up and
investigation.

7.3 In line with the advice received from the Internal Auditors, CIB will agree with the SLIS Chairperson
who within SLIS needs to be informed and when. Where possible, time will be allowed for routine
preparation of the files for the Internal Auditors.

7.4 CIB will instruct their Internal Auditors to meet with the SLIS Chair and/or other relevant personnel
to carry out an investigation within SLIS into the allegation and to prepare a report on their findings
for CIB.

7.5 The report of the investigation by the Internal Auditor will be forwarded by CIB to the SLIS
Chairperson.

7.6 SLIS will be required to comply with the recommendations of the Internal Auditor.

7.7 Compliance will be monitored by CIB.

8 On-site Inspections by CIB

8.1 CIB might at its discretion carry out on-site visits to supplement its internal audit processes. These
visits will be arranged with SLIS and the scope of the review will be communicated in advance.
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Reporting Requirements

9.1

9.2

9.3

9.4

9.5

9.6

9.7

9.8

The Budgeting and Reporting Cycle 2019

SLIS will be provided with two financial links systems, and is required to submit two sets of financial
returns, to reflect the two CIB funding streams in 2019 (Core Operational Grant and NDIS funding).
The following requirements apply to both financial links systems.

One bank account will be used for CIB funding (both Core and NDIS). Funding from any other
sources is not to be processed through the current SLIS bank account.

A separate bank account is to be set up for funding streams other than CIB, with all transactions
relating to this funding to be processed through this second bank account. CIB requires oversight
of the second account and requires a copy of the bank statement and a bank reconciliation
statement for the second account as part of the bi-monthly financial returns. This is a routine
requirement to enable full oversight and to enable objective verification that no double-funding
occurs.

The two (Core Operational and NDIS) Cash Budget Plans and Salary Cash Budget Plans,
including all employee sheets, should be submitted to CIB - financial.returns@ciboard.ie - for
the attention of CIB’s Finance Executives, copied to the Advocacy Executive with responsibility for
SLIS - by the 10t working day of February, which is Thursday14* February 2019 (see Appendix
4A, 4B, 5A & 5B). The Salary Cash Budget Plan will capture permanent staffing posts and fixed
term temporary staffing posts. Permanent staffing posts should be calculated on the basis of the
approved permanent staff complement for their approved permanent hours of work. Temporary
staffing posts should be calculated on the basis of approved fixed-term or specified-purpose
contracts. Details of funding for temporary posts should also be included.

The Cash Budget Plan should include all planned projects for the year outlining costs. Any planned
project spend greater than €10,000 must be approved by CIB Advocacy Manager via the SLIS
Advocacy Executive as part of the budget planning process.

Financial Returns (FRs) are required by the 17t working day of the month following the end of
each two-month reporting period, i.e. by Thursday 24t January (in respect of the previous year),
Tuesday 26" March, Friday 24" May, Tuesday 23" July, Tuesday 24" September and
Monday 25" November (see Appendix 6 (A1) & 6 (A2)). In addition, CIB Finance may also request
an unsigned copy of the November monthly return to be submitted in December. Returns should
only include actual cash payments to the end of the period. If a payment was made on 15t April it
must not be included in the return as at 315t March.

Each of the two SLIS FRs (Core and NDIS) comprises five documents: (i) the Consolidated
Monthly Financial Report to the Board for the months of December, February, April, June, August
and October; (ii) the corresponding Bank Reconciliation Statement for those months, (both must
be signed by the Chair of the Board of Directors); (iii) a copy of the Bank Statement(s) and Credit
Card Statements for those months; (iv) the Income & Expenditure Report for those months; and v)
Signed confirmation that there have been no instances of double-funding (see Appendix 7). CIB
may request details/breakdown of SAGE payments. The Excel copies should be e-mailed to CIB’s
Financial Executives in advance of the signed copies, which can be submitted as pdf files.
Operational grant and NDIS payments will not be made until Excel and signed copies of returns
have been satisfactorily submitted, and have been approved by the CIB Finance team and
reviewed/approved by the CIB Advocacy Executive and Manager. The signed hard copies should
be retained on file by SLIS so that they are available for audit inspection. The SLIS Manager is
responsible for ensuring that the returns are submitted in full and on time.

All prepayments (amounts paid in advance that relate to the coming year, e.g. rent) and accruals
(amounts still due but unpaid at year end, e.g. Revenue) must be included on an Accruals &
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9.9

9.10

Prepayment Listing to accompany the FR in January (see Appendix 9). An end of year credit
card statement is to be submitted.

An end of year bank statement for the bank account(s) held by the company must be submitted
as part of the December FR returns. All accounts held by the service must be included in the
Annual Audit accounts.

A set of audited accounts approved by the Board at its AGM should be submitted to CIB as a pdf
no later than Monday, 15t July 2019. These accounts should be signed by the directors and
auditors and should state which directors are nominated as Chair and Treasurer. Please see
relevant requirements in Part B of DPER Circular 13/2014 — Guidance Note. (See Appendix 18(A)
& 18(B)). To view the complete Circular and Guidance Note, see Infonet here.

10 Dealing with Variances

10.1

10.2

10.3

10.4

10.5

10.6

When the monthly accounts are presented to the Board of Directors, each budget line should be
scrutinised and the expenditure compared to the approved budget for the year as detailed in the
Cash Budget Plan. Differences between the actual expenditure for each period and the budgeted
expenditure for that period are known as “Variances” from budget. The Comments section on
the  Financial Returns must be completed to explain any variances.

Expenditure on any budget line must not exceed the approved budget for the year. However,
expenditure may be re-allocated between budget lines to allow additional expenditure on a
particular line, but another budget line must be adjusted downward by the same amount to allow
for this. This administrative transfer is called a “virement.” No change is made to the original
budget figures as per The Cash Budget Plan. Instead, the Comments section in the FR must be
used to record the virement, explaining the adjustment and how the money will be reallocated
from one budget line to another.

Adjustments to the budget must be authorised by the Board of Directors. For example, if €10,000
has been budgeted for heat and light, and it subsequently becomes clear that the expenditure on
heat and light is likely to be close to €13,000 for the year, the Board should be asked to approve
the additional expenditure on heat and light, and provided with information as to which other
budget line(s) the additional €3,000 will be reassigned from.

Any essential but unbudgeted expenditure must be brought to the attention of the Board of
Directors. The Board must then make a decision as to how this expenditure is to be met: (i) out
of an existing budget line, where the relevant budget line is adjusted downward; (ii) if required,
additional financial resources can be sought from CIB; or (iii) if applicable, the expenditure can
be deferred until (and budgeted for in) the next financial year.

Where additional financial resources are required over and above the grant allocation, a request
for additional funding should be made to CIB.

Should income streams to the company exceed the sums projected, the CIB operational grant
may be reviewed and adjusted during the course of the year.
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12

12.1

12.2

13

13.1

Budget Preparation 2020 (Core Operational and NDIS Funding)

A Budget Proposal 2020 (see Appendix 3A1 & 3A2), detailing expected income and expenditure
for the year (1t January to 31st December 2020), must be submitted to CIB by Tuesday 4
June 2019. Salary Budget Projections for the forthcoming year, following the same format as
the Salaries Cash Budget Plan, should also be submitted. Information on staff must also be
provided, to include whether each post is currently filled or vacant, whether the post is
temporary or permanent, and any expected leave which might impact on salary costs e.g.
parental leave. Where the activities of the company, for example social interpreting, provide
additional funding streams, the amount of this funding should be projected in the Budget
Proposal with detail provided. All approved SLIS posts must be assigned to the correct
approved funding stream to ensure that there is no double funding of posts.

A business case for proposed premises projects for the forthcoming year, where the cost will
be greater than €5,000, must be submitted to CIB as part of the Budget Proposal Process in
June. A template for this business case can be obtained from the Premises Executive in CIB.
The business case must include project costings.

When the budget for the forthcoming year is submitted, the expected outturn on income and
expenditure to the end of the current year should be included, with accompanying explanations
on variances (see Appendix 3B1 & 3B2). This should be carefully considered based on
expenditure year-to-date and projections to year end, and should not simply repeat the
expected outturns as per the 2019 Cash Budget Plan.

The Budget Proposal for the forthcoming year should also include explanatory notes on
variances from the existing budget and explanatory notes in relation to any new spending items
(see Appendix 3C1 & 3C2). A business plan making a case for additional funding may be
required. Proposals to use carried forward surplus in the forthcoming year should be submitted
to CIB.

Deadlines

Failure to comply with company reporting requirements have consequences for the company
concerned. Failure to file an annual return on time to the Company Registration Office could
result in a late filing penalty, prosecution of the company and/or its directors, and even the
dissolution of the company.

Failure to meet deadlines for returns to CIB will result in the late payment of operational grants
and could result in grant payments being suspended. Any difficulty in meeting the return

deadlines should be notified immediately to CIB, and CIB’s Finance Executives will work with
SLIS to support the company to meet its obligations.

Secondment Arrangements Accounting Procedures

See Appendix 19 for Secondment Arrangements Accounting Procedures.
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14.1

14.2

14.3

14.4

14.5

14.6

14.7

14.8

14.9

14.10

Contracts, Procurements and Tendering

Purchasing and procurement of goods and services by bodies funded from the public purse is
subject to policies and procedures which are designed to ensure value for money and
accountability. SLIS is responsible for complying with Public Procurement Guidelines. The
following guidelines apply in regard to the purchases of goods and services. SLIS is
responsible for keeping itself appraised of, and adhering to at all times, the latest documents in
the Procurement Pack with templates available on Infonet.

The SLIS Manager has overall responsibility for purchasing and procurement. Purchasing and
procurement must be done in accordance with the Procurement Approval Limits document.

The SLIS Manager must report all procurement matters to the SLIS Finance Sub-Committee
(or, in the absence of a Finance Sub-Committee, the full Board). Approval must be sought to
sign contracts from the Finance Sub-Committee (or Board). Contracts in excess of €1,500 must
be discussed with the Committee (or Board) and approval given to procure.

SLIS must consult with the CIB Advocacy Manager via the SLIS Advocacy Executive in writing
before commencing a procurement process or entering into any new contracts that are in
excess of €10,000 and less than €25,000. The CIB Advocacy Team may provide support
throughout the procurement process.

Where the value of the contract exceeds €25,000 for goods & services, the SLIS Manager must
seek approval from the CIB Advocacy Manager before commencing a procurement process,
and the procurement must be carried out in line with Public Procurement Guidelines, i.e. it must
be advertised on eTenders and certain processes will apply. The CIB Advocacy Team may
provide support throughout the procurement process.

Any spending on premises in excess of €5,000 must be agreed and signed off by the Premises
Executive, Operations Team, CIB and approved by the CIB Advocacy Manager via the SLIS
Advocacy Executive.

The Office of Government Procurement (OGP) provides a central procurement service for
government departments, agencies and central government services. This service involves the
placing of contracts for a variety of goods, supplies and services, including advertising, printing,
office provisions, fuels and energy. These contracts are available to SLIS. CIB may inform
SLIS of contracts where relevant. SLIS should access Frameworks directly on the OGP
website. Where a decision is taken not to utilise central procurement frameworks, a value for
money justification is required, recorded on the procurement file, which is verifiable at audit
stage.

Where SLIS is awarding a contract that is over €10,000, or the cumulative value of goods and
services purchased in the year exceeds or is likely to exceed €10,000, SLIS must request a
Tax Clearance Certificate. This states that the contractor’s tax affairs are in order, and must
be produced to ensure that public funds are only expended where businesses or individuals
are tax compliant. If existing tax clearance certificates cannot be located, a new tax clearance
certificate should be requested. (From 1st Jan 2016, electronic Tax Clearance can be verified
via Revenue’s Online Service).

External contractors (consultants, facilitators, trainers, research consultants, etc.) must be
issued with a Contract of Service (see Procurement Pack on Infonet). The contract must be
sufficiently comprehensive to establish clearly the services required, time frames, agreed costs,
penalty clauses, etc.

Purchases of goods and services less than €1,000 should be supported by a quotation from
one or more suppliers. An overall limit of €1,000 in value (aggregated over a twelve-month
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14.11

14.12

14.13

14.14

14.15

14.16

14.17

14.18

14.19

14.20

period) can be purchased from one supplier. A record of the quote sought and received should
be retained.

Purchases of goods and services from €1,000 up to €25,000 should be supported by
competitive quotes from at least three suppliers. A record of the quotes sought and received
should be retained.

Existing supplier contracts over €1,000 should be reviewed periodically (e.g. annually) and
compared against quotes from competitors.

Where relevant, The Board of Directors will decide the number of firms or individuals from which
tenders are sought. This decision will be taken with reference to the requirements of the project
to be undertaken. The list must be reasonably comprehensive, up-to-date and not
discriminatory in nature. Every effort must be made to ensure adequate competition. The aim
must be to obtain at least three realistic quotes in each case.

The suitability of contractors, suppliers and service providers must be determined by using the
normal criteria for this purpose, e.g. provision of appropriate statements of financial and
economic standing, provision of evidence of technical capacity, value for money, etc.

Open-ended contracts must not be awarded. A set fee (inclusive of VAT) for each engagement
must be agreed in advance of the work being undertaken including duration of contract.

A review process must be an integral element of the contract so that a provision of service
which is not achieving its objectives or which is deviating from its terms of reference can be
adjusted at the earliest possible stage or terminated.

Where additional costs for travelling and subsistence cannot be avoided they must be in line
with the SLIS policy on expenses and must not exceed those currently applying in the public
service. Such costs form part of the overall contract value.

All contracts must be recorded in the Contracts Register using the template on Infonet.
For all contracts, there must be confirmation that the budget is in place to finance the contract.
If SLIS is intending to use surplus funds for all or part of any contract payment, prior approval

must be sought from the CIB Advocacy Manager.

Note that the contract values stated above are exclusive of VAT and that contract value must
include any extensions.

SLIS Purchase Order, Invoice Approval, Approval to Procure, Contract
Award and Contract Signing limits
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SLIS Board can set appropriate approval limits subject to the following maximum limits:

Purchase order
approval

Procurement
Contract

Invoice approval Approval to Approval to
commence tender award contract

Signing

Administrator ! N/A
if;sam:rgfii:r’rz €750 €750 <€750 <€750 <€750
SLIS Manager or
Finance Officer and >€750 and >€750 and >€750 and >€750 and >€750 and
SLIS Treasurer (Joint <€1,500 <€1,500 <€1,500 <€1,500 <€1,500
Approval) *
S Bl Aol >€1,500 and >€1,500 and >€1,500 and >€1,500 and >€;lr,1200
PP <€5,000 <€5,000 <€5,000 <€5,000

<€5,000
i;':siﬁzi‘ijo':with cp | >€5000and | >€5000and | >€5,000and | >€5,000and >€35r'1300
Advocacy Executive p <€10,000 <€10,000 <€10,000 <€10,000 <€10,000
SLIS Board in
consultation with CIB >€10,000 >€10,000 >€10,000 >€10,000 >€10,000
Advocacy Manager °

' Administrators cannot approve Purchase Orders or Invoices.

2 SLIS Manager or Finance Officer must report all procurement matters to the SLIS Board.

Approval must be sought to sign contracts from the SLIS Board.

3 Expenditure in excess of €750 but less than €1,500 may be authorised jointly by the SLIS

Treasurer and SLIS Manager or Finance Officer. Approval must be sought to sign contracts
from the SLIS Board.

4 Expenditure in excess of €1,500 but less than €5,000 requires the approval of the SLIS

Board.

3 SLIS Manager must consult with CIB Advocacy Executive and receive SLIS Board approval

before commencing a procurement process or entering into any new contracts that are in
excess of €5,000 and less than €10,000.

% Individual items exceeding €10,000 in value require the approval of the SLIS Board. SLIS
Manager must consult with CIB Advocacy Manager before commencing a procurement
process or entering into any new contracts that are in excess of €10,000 and less than
€25,000. Where the value of the contract exceeds €25,000 for goods & services, the SLIS
Manager must seek approval from the CIB Advocacy Manager before commencing a
procurement process and the procurement must be carried out in line with Public
Procurement Guidelines.

Notes :
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1) For all approvals there must be confirmation that there is a budget in place to finance
the contract.

2) Contract value is exclusive of VAT and must include any extensions.

15

15.1

15.2
15.3

15.4

15.5

15.6

15.7

Fixed Assets

Limits on capital expenditure on fixed assets, which includes office equipment, furniture &
fixtures, etc. must be set out in the budget.

All ICT equipment must be procured through CIB.

All software must be procured through CIB or approved by CIB before purchase.

A Fixed Asset Register must be maintained for all fixed assets (see Appendix 10). The register
must detail how the asset was acquired (from CIB, purchased from the operating grant or
obtained from another source), the date the asset was acquired, its cost, the amount it has
depreciated to date, its serial number and where necessary a detailed description. The
company’s auditor will calculate the depreciation on fixed assets and will include this in the
audited accounts.

A regular physical check of fixed assets against the register must be carried out, at least once a
year.

When an asset is disposed, a fixed asset disposal form should be completed (see Appendix 11).

The Board of Directors must ensure that insurance cover is adequate at all times and must notify
their insurance company of any capital investment.
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16

16.1

16.2

16.3

16.4

16.5

16.6

16.7

16.8

16.9

16.10

16.11

16.12

Bank Accounts/Banking

SLIS should operate only one designated bank account for all CIB funding. All transactions in
respect of monies paid by CIB to SLIS must be processed through this one account.

The opening of a second bank account for transactions in respect of monies received by
sources other than CIB is required and must be reported on. A bank statement and
reconciliation must be sent as part of financial returns. Monies are not to be transferred between
the bank accounts.

Bank accounts must operate without overdrafts.

The procedures to be followed in relation to Purchasing Card and Credit Cards are contained
in the Purchasing Card and Credit Cards Usage Policy. (See Appendix 12) Under no
circumstances should a debit card be applied for or used.

An Income & Expenditure Account must be kept to record all bank transactions relating to SLIS,
listing all lodgements, payments and Electronic Funds Transfers (EFTs), including direct debits.

SLIS should use Online banking as a convenient and cost effective means by which to manage
their bank accounts. Financial transactions must be processed on a secure website using the
security guidelines issued by their bank for protecting information.

A Requisition Form for EFTs / batch should be filled out to accompany invoices for authorisation
(see Appendix 13).

All EFTs and cheques must have two signatures. Authorised signatories must be designated
Board of Directors members, or if required by the Board of Directors, the SLIS Manager and/or
Finance Officer. There must be at least four authorised signatories and the bank must hold
specimen signatures. The only employees of SLIS that can become signatories are the SLIS
Manager and the Finance Officer. At least one Director must sign each transaction (i.e. the two
signatories may not both be SLIS employees)

EFTs and cheques must not be authorised or signed by the recipient.

Internet banking signatories should be reviewed to ensure that the requisite number of
signatories are available as necessary. Passwords should not be shared under any
circumstances.

Cash must be kept in a secure cash box or safe. Any money received must be banked on the
day of receipt and if this is not possible, at the first opportunity. A receipt must be issued for
money received by SLIS.

Under no circumstances should monies (cash, cheque or bank cards) be kept by SLIS on behalf
of a client.
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17

17.1

17.2

17.3

17.4

17.5

17.6

17.7

18

18.1

18.2

18.3

18.4

18.5

Purchase Orders, Invoices and Payments

A Purchase Order (PO) should be completed for all goods and services procured, with the
exception of salaries and Revenue payments, travel and subsistence claims, grant payments
and petty cash expenditure. For contractual agreements, one PO is filled in at the start of the
contract and the same number used on all subsequent invoices for the duration of the contract.
For open-contracts, e.g. for utilities, a new PO should be filled in every 12 months.

A sequential pre-numbered Purchase Order book contains sets of POs; the counterfoil
accompanies the order to the supplier (or the number is quoted over the phone) and the
duplicate accompanies the invoice to the person who authorises EFT payments. The PO itself
should be authorised before placing an order.

Expenditure authorisation limits apply. Expenditure up to a limit of €750 on any individual item
can be authorised by the SLIS Manager or Finance Officer subject to budgetary provision and
planning. Expenditure between €750 and €1,500 on any individual item can be authorised
jointly by the Treasurer and the SLIS Manager or Finance Officer, subject to budgetary provision
and planning. Individual items exceeding €1,500 in value require the approval of the Board.

These limits must be approved by the Board of Directors and may be reviewed by CIB from
time to time to allow for particular circumstances.

Invoices, including direct debit invoices, must be date stamped upon receipt, the corresponding
Purchase Order attached and the appropriate expense heading written onto the invoice. The
SLIS Manager must verify that the goods ordered or services provided were received and check
for arithmetical accuracy.

When an invoice is due for payment, the invoice must be approved and signed by the
appropriate personnel as per the limits outlined in 17.3 above. A Requisition Form must be
completed by the SLIS Manager or Finance Officer, to ensure appropriate authorisation for the
expenditure and an EFT raised by the Treasurer. The approved invoice and documentation
must be attached and given to the EFT signatories prior to signing.

Once payment has been made the invoice must be stamped ‘Paid’, the Income & Expenditure
Account completed for all items of expenditure and all documentation filed.

Petty Cash

Payments must be made by EFT or credit card. Only minor expenses can be paid out of Petty
Cash.

A Petty Cash Book must be maintained to keep a record of all minor expenses. All expenditure
should be itemised, receipts signed by the SLIS manager, and expenditure totalled and signed
by the Manager on each replenishment to provide evidence that checks have been carried out.

A limit on the amount of the Petty Cash float must be agreed by the Board of Directors, (e.g.
€30 — €60 per week), and a limit on individual amounts set. Items of expenditure exceeding this
limit must be paid for by EFT or payment card.

All minor expenses must be supported by receipts. Petty Cash payments must only be made
against Petty Cash slips with attached receipts and after approval by the Finance Officer or
SLIS Manager.

Any petty cash floats must be kept securely in a cash box or safe. Petty Cash must be

reconciled and balanced on a weekly basis, recorded in the Petty Cash Book, and approved by
the SLIS Manager.
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18.6  Petty cash must be kept on an imprest system, i.e. a fixed amount is set (the float). At the end
of each month the expenses must be totalled and reconciled with the relevant receipts.
Receipts and supporting documentation for the period must be keptin an envelope and marked
with the period that they cover (see Appendix 14).

19 Postage

19.1  Postage stamps must be stored in a secure cash box.

19.2  The value of stamps used must be recorded in the Post Book. A maximum level should be set
for the stock of stamps to be held. Where franking machines are used, opening and closing
balances must be recorded.

19.3  The Post Book must be balanced when stamps are purchased. Periodic checks of the Post
Book must be carried out by the SLIS Manager.

20 Travel & Subsistence

20.1  The board members and employees of the SLIS are entitled to reimbursement of any travel
expenses incurred in the course of carrying out their work on behalf of SLIS, subject to the
guidelines at 20.2 and 20.3. (Please see DPER T&S Circular 06/2017, Circular 18/2018 and
Appendix 15). Mileage is calculated on an annual cumulative basis and includes mileage from
any other posts held.

20.2  Where possible, public transport must be used. In the event that a board member or employee
has been authorised to use his/her own car/motorcycle, travel and subsistence expenses will
be reimbursed in line with the rates specified by the DPER circulars. Approval of changes to
these rates will be notified to SLIS by CIB. (Current Rates Appendix 15).

20.3  Claims for reimbursement submitted by staff other than the SLIS Manager should be approved
by the SLIS Manager. Claims submitted by the SLIS Manager should be approved by the
Treasurer or Chair. Claims submitted by the Treasurer should be approved by the Chair and
vice versa. Claims submitted by other board members should be approved by the Treasurer or
the Chair.

20.4  Mileage is calculated from one’s normal place of employment but if the business journey
commences from home, the lesser distance of the two is used to calculate the mileage.
Travelling expenses are not paid in respect of any portion of a journey that covers all or part of
a staff member's usual route between home and their normal place of employment. Staff that
are travelling must confirm that the “lesser of"? rule has been adhered to.

20.5 A subsistence day allowance applies if the absence is more than 5 hours, with a higher rate
applying if the absence is more than 10 hours. Where the absence is more than 10 hours and
food is provided, the subsistence paid is the difference between the 10-hour rate and the 5-
hour rate. The 5-hour rate is not paid where food is provided. The day allowance is payable for
an absence at any place 8km or more from one’s home or place of work — i.e. subsistence can
only be claimed if the staff member/volunteer is travelling 8km or more from the workplace.

20.6  An overnight allowance (which includes accommodation and meals) applies to a period of 24
hours from the time of departure away from the normal place of employment. Where either
lunch or dinner is provided, the appropriate five-hour rate should be deducted and where both
lunch and dinner are provided the appropriate ten-hour rate should be deducted. The overnight
allowance is payable for an absence at 100 km or more from one’s home or place of work,
whichever is the lesser.

2 “Lesser of” Rule - Mileage is calculated from one’s normal place of employment but if the business journey commences from
home, the lesser distance of the two is used to calculate the mileage. Travel expenses are not paid in respect of any portion of
a journey that covers all or part of a staff member’s usual route between home and their normal place of employment.
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20.7

20.8

20.9

20.10

20.11

20.12

20.13

20.14

20.15

20.16

20.17

20.18

A separate Vouched Accommodation (“VA”) rate may apply where staff are claiming an
overnight allowance in Dublin. In such cases, a Vouched Accommodation Rate consisting of
the vouched costs of accommodation up to a limit of the standard overnight rate (€147.00), plus
the appropriate day rate for the staff member’s meals, may be claimed.

Documentation in regard to Travel and Subsistence claims should be retained, including
receipts and prior approval of travel. Proof of engine size, insurance indemnity and NCT
certificate must also be provided. No mileage claims should be paid without these.

Travel & subsistence claims should be made using the CIB Template (Appendix 16). Staff are
advised that all T&S claims must be submitted within 30 days of incurring the expenditure.

Staff who are required to pay higher premiums to effect insurance cover for their own cars
because they necessarily carry goods or equipment while travelling on official business may
recoup, on the production of the necessary receipts, the extra expenditure involved. Volunteers
do not require an indemnity letter.

All unused rows on T&S claim forms must be deleted or blanked out by the claimant prior to
submission to their manager for approval.

Where mileage is being claimed, this mileage must be substantiated by a route calculator in
order to confirm the mileage distance claimed, e.g. printout from AA route planner or Google
maps should be attached to the claim form.

From ‘Home’ cannot be accepted — a specific location (town/village/road etc.) is required in
order for mileage to be properly evidenced. For all travel from home, the ‘lesser of’ rule applies.

If the claimant is driving to a train station for onward travel to the end destination, it is not
sufficient simply to state the end destination (e.g. Townsend Street) on the claim form. Each
leg of the journey must be specified — i.e. the name/location of the train station is also required.
The ‘lesser of rule is to be applied at all times.

All receipts should be attached to the expenses sheet. If receipts are not
enclosed/lost/forgotten, the expense cannot be claimed.

Expenses such as tolls must be evidenced by receipt, or in cases where an electronic ‘tag’ has
been used, a copy of the relevant account statement. This applies to the use of Leap cards
also.

In the case of someone using their own car where public transport could have been used, the
amount to be allowed in respect of mileage allowance must not exceed the cost of public
transport (including that of passengers whose travelling expenses would be payable from public
funds).

Reduced travel rates are payable for journeys associated with an individual’s job but not
solely related to the performance of those duties, but where it is felt that some form of support
is warranted. Examples of the payment of the rates are in the following circumstances: -
attendance at confined promotion competitions, attendance at approved courses of education,
attendance at courses or conferences, return visits home at weekends during periods of
temporary transfer.

21 Staff Supervision

211

Staff support and supervision must be provided by a trained professional and procured
according to procurement guidelines.

Appendices
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Appendix 1 Specimen Letter of Engagement

This is a sample letter of engagement that SLIS must receive from their auditor. The form of wording
set out below is appropriate for a limited company audit.

SPECIMEN ENGAGEMENT LETTER

Tothedirectors of.......ccoviiiiiii e,

The purpose of this letter is to set out the basis on which we (are to) act as auditors of the company
(and its subsidiaries) and the respective areas of responsibility of the company and of ourselves.

1.

Audit

As directors of the above company, you are responsible for maintaining proper accounting
records and preparing financial statements which give a true and fair view and have been
properly prepared in accordance with the Companies Act. You are also responsible for making
available to us, as and when required, all the company’s accounting records and all other
records and related information, including minutes of all Board of Directors meetings.

We have a statutory responsibility to report to the members whether in our opinion the financial
statements give a true and fair view of the state of the company’s affairs and of the profit or
loss for the year and whether they have been properly prepared in accordance with the
Companies Act. In arriving at our opinion, we are required to consider the following matters,
and to report on any in respect of which we are not satisfied:

(a) Whether proper accounting records have been kept by the company and proper returns
adequate for our audit have been received from branches not visited by us;

(b) Whether the company’s balance sheet and income and expenditure account are in
agreement with the accounting records and returns;

(c) Whether we have obtained all the information and explanations which we think
necessary for the purpose of our audit; and

(d) Whether the information in the directors’ report is consistent with that in the audited
financial statements.

In addition, there are certain other matters which, according to the circumstances, may need to
be dealt with in our report.

We have a professional responsibility to report if the financial statements do not comply in any
material respect with statements of standard accounting practice, unless in our opinion the non-
compliance is justified in the circumstances.

Our audit will be conducted in accordance with the auditing standards issued by the
accountancy bodies and will have regard to relevant auditing guidelines. Furthermore, it will
be conducted in such a manner as we consider necessary to fulfil our responsibilities and will
include such tests of transactions and of the existence, ownership and valuation of assets and
liabilities as we consider necessary. We shall obtain an understanding of the accounting
system in order to assess its adequacy as a basis for the preparation of the financial statements
and to establish whether proper accounting records have been maintained. We shall expect to
obtain such relevant and reliable evidence as we consider sufficient to enable us to draw
reasonable conclusions therefrom. The nature and extent of our tests will vary according to
our assessment of the company’s accounting system, and where we wish to place reliance on
the system of internal control. They may cover any aspect of the business operations. We
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shall report to you any significant weaknesses in the company’s systems which come to our
notice and which we think must be brought to your attention.

As part of our normal audit procedures, we may request you to provide written confirmation of
oral representations which we have received from you during the course of the audit.

In order to assist us with the examination of your financial statements, we shall request sight of
all documents or statements, including the chairman’s statement and the directors’ report,
which are due to be issued with the financial statements. We are also entitled to attend all
general meetings of the company and to receive notice of all such meetings.

The responsibility for the prevention and detection of irregularities and fraud rests with
yourselves. While we shall endeavour to plan our audit so that we have a reasonable
expectation of detecting material misstatements in the financial statements or accounting
records resulting from irregularities or fraud, our examination must not be relied upon to
disclose irregularities and frauds which may exist.

We shall not be treated as having notice, for the purposes of our audit responsibilities, of
information provided to members of our firm other than those engaged on the audit (such as
information provided in connection with accounting and taxation).

2. Accounting and other services, and taxation services (either included here or set out in a
separate letter).

It was agreed that we must carry out the following services as your agents and on the basis
that you will make full disclosure to us of all relevant information.

(a) Accounting and other services
We shall prepare the financial statements based on accounting records maintained
by yourselves.

We shall provide assistance to the company secretary by preparing and lodging
returns with the Registrar of Companies.

We shall investigate irregularities and fraud upon receiving specific instructions.

3. Fees
Our fees are computed on the basis of the time spend on your affairs by the partners and our
staff, and on the levels of skill and responsibility involved. Unless otherwise agreed, our fees
will be charged separately for each of the main classes of work described above and will be
billed at appropriate intervals during the course of the year. Payment will be due on
presentation.

4, Agreement of terms
Once it has been agreed, the letter will remain effective, from one audit appointment to
another, until it is replaced. We shall be grateful if you could confirm in writing your

agreement to the terms of this letter, or let us know if they are not in accordance with your
understanding of our terms of appointment.

Yours faithfully

Certified / Chartered Accountants
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Appendix 2 Salary Scales

CITIZENS INFORMATION BOARD
SALARY SCALES FOR SLIS EMPLOYEES
1 January 2019

The CIB-approved salary scales for SLIS Manager, Finance Officer, Administration & Booking Officer,
IRIS Interpreter, Quality Development Officer, IRIS Administrator, IRIS Interpreter and Administrator
Booking Officer posts are set out below.

1. MANAGER
Point 01-Jan-19 PRSI RATE 01-Jan-19 | prs| RATE
Full-Time | applicable | Part-Time | applicable
€ €
1 47,015 10.95% 23,508 10.95%
2 48,186 10.95% 24,093 10.95%
3 49,559 10.95% 24,780 10.95%
4 50,933 10.95% 25,467 10.95%
5 52,314 10.95% 26,157 10.95%
6 53,545 10.95% 26,773 10.95%
7 54,801 10.95% 27,401 10.95%
8 56,022 10.95% 28,011 10.95%
9 57,234 10.95% 28,617 10.95%
LSI 1 59,322 10.95% 29,661 10.95%
LSI 2 61,417 10.95% 30,709 10.95%
LSI 1 applies after 3 years satisfactory service at Point 9
LSI 2 applies after 3 years satisfactory service at LSI 1
2. FINANCE OFFICER
Point 01-Jan-19 PRSIRATE | 01-Jan-19 | ppg| RATE
Full-Time | Applicable | Part-Time | Applicable
€ €
1 40,525 10.95% 20,263 10.95%
2 41,874 10.95% 20,937 10.95%
3 43,221 10.95% 21,611 10.95%
4 44,569 10.95% 22,285 10.95%
5 45,917 10.95% 22,959 10.95%
LSI1 47,479 10.95% 23,740 10.95%
LSI 2 49,036 10.95% 24,518 10.95%

LSI 1 applies after 3 years satisfactory service at Point 5
LSI 2 applies after 3 years satisfactory service at LS| 1
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3. ADMINISTRATION & BOOKING OFFICER

Point

01-Jan-19

01-Jan-19

PRSI RATE PRSI RATE
Full-Time Applicable | Part-Time | Applicable
€ €

1 28,330 10.95% 14,165 8.7%

2 30,396 10.95% 15,198 8.7%

3 32,483 10.95% 16,242 8.7%

4 35,823 10.95% 17,912 8.7%

5 37,411 10.95% 18,706 8.7%

6 37,565 10.95% 18,783 8.7%

7 39,042 10.95% 19,521 8.7%

8 40,525 10.95% 20,263 10.95%
LSl 1 41,900 10.95% 20,950 10.95%
LSI 2 43,280 10.95% 21,640 10.95%

LSI 1 applies after 3 years satisfactory service at Point 8
LSI 2 applies after 3 years satisfactory service at LSI 1
4. IRISH INTERPRETER
Point 01-Jan-19 PRSI RATE | 01-Jan-19 | prs| RATE
Full-Time Applicable | Part-Time | Applicable
€ €

1 28,399 10.95% 14,200 8.7%

2 30,292 10.95% 15,146 8.7%

3 32,185 10.95% 16,093 8.7%

4 34,078 10.95% 17,039 8.7%

5 35,971 10.95% 17,986 8.7%

6 37,865 10.95% 18,933 8.7%

7 39,206 10.95% 19,603 8.7%

8 40,547 10.95% 20,274 10.95%

9 41,888 10.95% 20,944 10.95%

10 43,229 10.95% 21,615 10.95%

11 44,571 10.95% 22,286 10.95%
LSl 1 45,930 10.95% 22,965 10.95%
LSI 2 47,331 10.95% 23,666 10.95%

LSI 1 applies after 3 years satisfactory service at Point 11
LSI 2 applies after 3 years satisfactory service at LSI 1
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5. QUALITY DEVELOPMENT OFFICER

Point 01-Janr-19 PRSIRATE | 01-Jan-19 | prgI RATE
Full-Time Applicable | Part-Time | Applicable
€ €
1 41,621 10.95% 20,811 10.95%
2 42,947 10.95% 21,474 10.95%
3 44,273 10.95% 22,137 10.95%
4 45,598 10.95% 22,799 10.95%
5 46,923 10.95% 23,462 10.95%
LSI 1 48,459 10.95% 24,230 10.95%
LSI 2 49,991 10.95% 24,996 10.95%
LSI 1 applies after 3 years satisfactory service at Point 5
LSI 2 applies after 3 years satisfactory service at LS| 1
6. IRIS ADMINISTRATOR
Point 01-Janr-19 PRSI RATE | 01-9an-19 | prs| RATE
Full-Time Applicable | Part-Time [ Applicable
€ €
1 23,121 10.95% 11,561 8.7%
2 24,641 10.95% 12,321 8.7%
3 25,014 10.95% 12,507 8.7%
4 25,774 10.95% 19,141 8.7%
5 26,882 10.95% 13,441 8.7%
6 27,994 10.95% 13,997 8.7%
7 29,105 10.95% 14,553 8.7%
8 30,211 10.95% 15,106 8.7%
9 31,290 10.95% 15,645 8.7%
10 32,367 10.95% 16,184 8.7%
1 33,128 10.95% 16,564 8.7%
12 34,195 10.95% 17,098 8.7%
13 35,270 10.95% 17,635 8.7%
14 37,288 10.95% 18,644 8.7%
LSI 1 38,724 10.95% 19,362 8.7%

LSI 1 applies after 3 years satisfactory service at Point 14
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7. IRIS INTERPRETER
Point 01-Janr-19 | prgIRATE | 01-Jan-19 | prs| RATE
Full-Time Applicable | Part-Time | Applicable
€ €

1 27,020 10.95% 13,510 8.7%

2 28,871 10.95% 14,436 8.7%

3 29,910 10.95% 14,955 8.7%

4 31,966 10.95% 15,983 8.7%

5 33,712 10.95% 16,856 8.7%

6 35,240 10.95% 17,620 8.7%

7 36,718 10.95% 18,359 8.7%

8 38,712 10.95% 19,356 8.7%

9 40,162 10.95% 20,081 8.7%

10 41,621 10.95% 20,811 10.95%
LSI1 42,973 10.95% 21,487 10.95%
LSI 2 44,330 10.95% 22,165 10.95%

LSI 1 applies after 3 years satisfactory service at Point 10
LSI 2 applies after 3 years satisfactory service at LS| 1
8. ADMINISTRATOR BOOKING OFFICER
Point 01-Janr-19 | prsiRATE | 01-Jan-19 | prg| RATE
Full-Time Applicable | Part-Time | Applicable
€ €

1 27,020 10.95% 13,510 8.7%

2 28,871 10.95% 14,436 8.7%

3 29,910 10.95% 14,955 8.7%

4 31,966 10.95% 15,983 8.7%

5 33,712 10.95% 16,856 8.7%

6 35,240 10.95% 17,620 8.7%

7 36,718 10.95% 18,359 8.7%

8 38,712 10.95% 19,356 8.7%

9 40,162 10.95% 20,081 10.95%

10 41,621 10.95% 20,811 10.95%
LSl 1 42,973 10.95% 21,487 10.95%
LSI 2 44,330 10.95% 22,165 10.95%

LSI 1 applies after 3 years satisfactory service at Point 10
LSI 2 applies after 3 years satisfactory service at LSI 1

N.B. The 8.7% rate applies to weekly earning under €386 per week or €20,072 per year.
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Appendix 3 (A1) Budget Proposal (Core Funding Template)

SIGN LANGUAGE INTERPRETING SERVICE

BUDGET PROPOSAL FOR FINANCIAL YEAR: 2020

30

Chairperson (on behalf of the Board)

Budget
Approved Projected Budget Variance
Budget Outturn Variance Proposal 2019 vs
Line|Budget Head 2019 2019 2019 2020 2020
Euro € Euro € Euro € Euro € Euro €
(1) (2) 4) (4) minus (1)
1|/INCOME
2|Brought Forward from Previous Year 0.00 0.00 0.00 0.00 0.00
3|CIB Operational Grant (Core Funding) 0.00 0.00 0.00 0.00 0.00
4[IRIS Income 0.00 0.00 0.00 0.00 0.00
5|Total Income 0.00 0.00 0.00 0.00 0.00
6/EMPLOYEE COSTS (Core SLIS Grant)
7|Gross Salaries 0.00 0.00 0.00 0.00 0.00
8|PRSIER 0.00 0.00 0.00 0.00 0.00
9|Employer Pension 0.00 0.00 0.00 0.00 0.00
10| Total Employee Costs (1) 0.00 0.00 0.00 0.00 0.00
11|ADMINISTRATION PAYMENTS
12|Rent 0.00 0.00 0.00 0.00 0.00
13|Rates/Service Charge 0.00 0.00 0.00 0.00 0.00
14 |Insurance 0.00 0.00 0.00 0.00 0.00
15|Heat & Light 0.00 0.00 0.00 0.00 0.00
16| Repairs & Maintenance 0.00 0.00 0.00 0.00 0.00
17|SLIS Interpreting Costs 0.00 0.00 0.00 0.00 0.00
18| Payroll and Accountancy Package Costs 0.00 0.00 0.00 0.00 0.00
19|Cleaning 0.00 0.00 0.00 0.00 0.00
20|Kitchen Costs 0.00 0.00 0.00 0.00 0.00
21| Office Supplies & Printing 0.00 0.00 0.00 0.00 0.00
22|Mobile Phone Costs 0.00 0.00 0.00 0.00 0.00
23|Postage 0.00 0.00 0.00 0.00 0.00
24|Professional Fees 0.00 0.00 0.00 0.00 0.00
25|Staff T&S 0.00 0.00 0.00 0.00 0.00
26| Service Promotion/Advertising 0.00 0.00 0.00 0.00 0.00
27|Bank Charges 0.00 0.00 0.00 0.00 0.00
28| Petty Cash 0.00 0.00 0.00 0.00 0.00
29|Total Administration Payments (2) 0.00 0.00 0.00 0.00 0.00
30|ORGANISATIONAL DEVELOPMENT
31| Staff Training 0.00 0.00 0.00 0.00 0.00
32| Staff Recruitment 0.00 0.00 0.00 0.00 0.00
33|BOM Expenses 0.00 0.00 0.00 0.00 0.00
34|Planning & Evaluation 0.00 0.00 0.00 0.00 0.00
35|Website Development 0.00 0.00 0.00 0.00 0.00
36|Health & Safety 0.00 0.00 0.00 0.00 0.00
37|Total Organisational Developemts (3) 0.00 0.00 0.00 0.00 0.00
38|PROJECT PAYMENTS
39]|IRIS Expenditure 0.00 0.00 0.00 0.00 0.00
40|Social Fund Interpreter Fees 0.00 0.00 0.00 0.00 0.00
41| Other (specify) 0.00 0.00 0.00 0.00 0.00
42|Total Project Payments (4) 0.00 0.00 0.00 0.00 0.00
43|OTHER PAYMENTS
44 |Fixed Assets 0.00 0.00 0.00 0.00 0.00
45|Premises Development 0.00 0.00 0.00 0.00 0.00
46| Other (specify) 0.00 0.00 0.00 0.00 0.00
47|Total Other Payments (5) 0.00 0.00 0.00 0.00 0.00
48| TOTAL EXPENDITURE 1-5 ABOVE 0.00] 0.00] 0.00 | 0.00] 0.00
49[Cashflow Surplus/(Deficit) 0.00 | 0.00 | 0.00 | 0.00 | 0.00
DATE: SIGNED:






Appendix 3 (A2) Budget Proposal (NDIS Funding Template)

SIGN LANGUAGE INTERPRETING SERVICE NDIS FUNDING

BUDGET PROPOSAL FOR FINANCIAL YEAR: 2020

31

Chairperson (on behalf of the Board)

Budget
Approved Projected Budget Variance
Budget Outturn Variance Proposal 2019 vs
Line|Budget Head 2019 2019 2019 2020 2020
Euro € Euro € Euro € Euro € Euro €
(1) ) @) (4) minus (1)
1[INCOME
2|Brought Forward from Previous Year 0.00 0.00 0.00 0.00 0.00
3|CIB NDIS Operational Grant 0.00 0.00 0.00 0.00 0.00
4|Total Income 0.00 0.00 0.00 0.00 0.00
5|EMPLOYEE COSTS (NDIS Grant)
6|NDIS Gross Salaries 0.00 0.00 0.00 0.00 0.00
7|NDIS PRSIER 0.00 0.00 0.00 0.00 0.00
8|NDIS Employer Pension 0.00 0.00 0.00 0.00 0.00
9|Total NDIS Employee Costs (1) 0.00 0.00 0.00 0.00 0.00
10|ADMINISTRATION PAYMENTS
11|NDIS Interpreting Costs 0.00 0.00 0.00 0.00 0.00
12|NDIS Office Supplies & Printing 0.00 0.00 0.00 0.00 0.00
13|NDIS Mobile Phone Charges 0.00 0.00 0.00 0.00 0.00
14|NDIS Professional Fees 0.00 0.00 0.00 0.00 0.00
15|NDIS Staff T&S 0.00 0.00 0.00 0.00 0.00
16|NDIS Promotion/Advertising/Publications 0.00 0.00 0.00 0.00 0.00
17|Total Administration Payments (2) 0.00 0.00 0.00 0.00 0.00
18| ORGANISATIONAL DEVELOPMENT
19|NDIS Staff Training 0.00 0.00 0.00 0.00 0.00
20|NDIS Staff Recruitment 0.00 0.00 0.00 0.00 0.00
21|NDIS Planning & Evaluation 0.00 0.00 0.00 0.00 0.00
22|Total Organisational Developemts (3) 0.00 0.00 0.00 0.00 0.00
23|PROJECT PAYMENTS
24|NDIS CPD Interpreter Accredited Training 0.00 0.00 0.00 0.00 0.00
25|NDIS CPD Interpreter Non-Accredited Training 0.00 0.00 0.00 0.00 0.00
26|NDIS Strategic Framework Development 0.00 0.00 0.00 0.00 0.00
27|NDIS National Register 0.00 0.00 0.00 0.00 0.00
28|Voucher Scheme Development 0.00 0.00 0.00 0.00 0.00
29| Other (specify) 0.00 0.00 0.00 0.00 0.00
30| Total Project Payments (4) 0.00 0.00 0.00 0.00 0.00
31| TOTAL EXPENDITURE 1-4 ABOVE 0.00] 0.00] 0.00] 0.00] 0.00
32| Cashflow Surplus/(Deficit) 0.00 | 0.00 | 0.00 | 0.00 | 0.00
DATE: SIGNED:






Appendix 3 (B1) Variance on Outturn (Core Funding Template)

SIGN LANGUAGE INTERPRETING SERVICE
BUDGET PROPOSAL VARIANCE FOR FINANCIAL YEAR: 2019

Line

Explanation for Variance: Projected Outturn 2019 vs Budget 2019
Budget Head page if required )

(continue on separate

INCOME

Brought Forward from Previous Year Please specify reasons for b/f balances > €6,500

CIB Operational Grant (Core Funding)

IRIS Income

o | lw o=

Total Income

EMPLOYEE COSTS (Core SLIS Grant)

Gross Salaries

Employers PRSI

Employers Pension

O | |0 (N[

Total Employee Costs (1)

1

ADMINISTRATION PAYMENTS

12

Rent

13

Rates/Service Charge

14

Insurance

15

Heat & Light

16

Repairs & Maintenance

17

SLIS Interpreting Costs

18

Payroll & Accountancy Package Costs

19

Cleaning

20

Kitchen Costs

21

Office Supplies & Printing

22

Mobile Phone Charges

23

Postage

24

Professional Fees

25

Staff T&S

26

Service Promotion/Advertising

27

Bank Charges

28

Petty Cash

29

Total Administration Payments (2)

30

ORGANISATIONAL DEVELOPMENT

31

Staff Training

32

Staff Recruitment

33

BOM Expenses

34

Planning & Evaluation

35

Website Development

36

Health & Safety

37

Total Organistational Development (3)

38

PROJECT PAYMENTS

39

IRIS Expenditure

40

Social Fund Interpreter Fees

41

Other (specify)

42

Total Organisational Development (4)

43

OTHER PAYMENTS

44

Fixed Assets

45

Premises Development

46

Other (specify)

47

Total Other Payments (5)

48[ TOTAL EXPENDITURE 1-5 ABOVE |

50]Cashflow Surplus/(Deficit) |

DATE: SIGNED:
Chairperson (on behalf of the Board)
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Appendix 3 (B2) Variance on Outturn (NDIS Funding Template)

SIGN LANGUAGE INTERPRETING SERVICE NDIS FUNDING
BUDGET PROPOSAL VARIANCE FOR FINANCIAL YEAR: 2019

Line

Budget Head

Explanation for Variance: Projected Outturn 2019 vs Budget 2019

(continue on separate page if required)

INCOME

Brought Forward from Previous Year

Please specify reasons for b/ balances > €6,500

CIB NDIS Operational Grant

&=

Total Income

EMPLOYEE COSTS (Core SLIS Grant)

NDIS Gross Salaries

NDIS Employers PRSI

NDIS Employers Pension

||| |

Total NDIS Employee Costs (1)

11

NDIS Interpreting Costs

12

NDIS Office Supplies & Printing

13

NDIS Mobile Phone Charges

14

NDIS Professional Fees

15

NDIS Staff T&S

16

NDIS Promotion/Advertising/Publications

17

Total Administration Payments (2)

18

ORGANISATIONAL DEVELOPMENT

19

NDIS Staff Training

20

NDIS Staff Recruitment

21

NDIS Planning & Evaluation

22

Total Organisational Developemts (3)

23

PROJECT PAYMENTS

24

NDIS CPD Interpreter Accredited Training

25

NDIS CPD Interpreter Non-Accredited Training

26

NDIS Strategic Framework Development

21

NDIS National Register

28

Voucher Scheme Development

29

Other (specify)

3

p=1

Total Project Payments (4)

31[TOTAL EXPENDITURE 14 ABOVE

32| Cashflow Surplus/(Deficit)

DATE:

SIGNED:
Chairperson (on behalf of the Board)
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Appendix 3 (C1) Variance on Budget Projections (Core Funding

Template)

SIGN LANGUAGE INTERPRETING SERVICE

BUDGET PROPOSAL VARIANCE FOR FINANCIAL YEAR: 2020

Line

Budget Head

Explanation for Variance: Budget Proposal 2020 vs Budget 2019
required )

(continue on separate page if

INCOME

Brought Forward from Previous Year

CIB Operational Grant (Core Funding)

RIS Income

B |WIN | =

Total Income

EMPLOYEE COSTS (Core SLIS Grant)

Gross Salaries

Employers PRSI

Employers Pension

o || (N[

=

Total Employee Costs (1)

1

ADMINISTRATION PAYMENTS

12

Rent

13

Rates/Senvice Charge

14

Insurance

15

Heat & Light

16

Repairs & Maintenance

17

SLIS Interpreting Costs

18

Payroll & Accountancy Package Costs

19

Cleaning

20

Kitchen Costs

21

Office Supplies & Printing

22

Mobile Phone Costs

23

Postage

24

Professional Fees

25

Staff T&S

2

(=2

Senvice Promotion/Advertising

27

Bank Charges

28

Petty Cash

29

Total Administration Payments (2)

3

=

ORGANISATIONAL DEVELOPMENT

31

Staff Training

32

Staff Recruitment

33

BOM Expenses

34

Planning & Evaluation

35

Website Development

36

Health & Safety

37

Total Organistational Development (3)

3

=

PROJECT PAYMENTS

39

IRIS Expenditure

40

Social Fund Interpreter Fees

4

Other (specify)

42

Total Organisational Development (4)

43

OTHER PAYMENTS

44

Fixed Assets

45

Premises Development

46

Other (specify)

47

Total Other Payments (5)

48[TOTAL EXPENDITURE 1-5 ABOVE

49 | Cashflow Surplus/(Deficit)

DATE:

SIGNED:
Chairperson (on behalf of the Board)
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Appendix 3 (C2) Variance on Budget Projections (NDIS Funding

Template)

IGN LANGUAGE INTERPRETING SERVICE NDIS FUNDING
BUDGET PROPOSAL VARIANCE FOR

FINANCIAL YEAR: 2020

Line [Budget Head

Explanation for Variance: Budget Proposal 2020 vs Budget 2019

(confinue on separate page if required)

INCOME

Brought Forward from Previous Year

CIB NDIS Operational Grant

> |co|ro | —

Total Income

EMPLOYEE COSTS (NDIS Grant)

NDIS Gross Salaries

NDIS PRSIER

NDIS Employer Pension

Total NDIS Employee Costs (1)

ADMINISTRATION PAYMENTS

NDIS Interprefing Costs

NDIS Office Supplies & Prinfing

NDIS Mobile Phone Charges

NDIS Professional Fees

NDIS Staff &S

NDIS Promotion/Advertising/Publications

e I N NN

Total Administration Payments (2)

—
=3

ORGANISATIONAL DEVELOPMENT

©

NDIS Staff Training

N
(=1

NDIS Staff Recruitment

~

NDIS Planning & Evaluation

~
~

Total Organistational Development (3)

23|PROJECT PAYMENTS

24|NDIS CPD Interpreter Accredited Training

25|NDIS CPD hterpreter Non-Accredited Training

26|NDIS Strategic Framework Development

27|NDIS Nafional Register

28|Voucher Scheme Development

29|Other (specify)

30[Total Other Payments (4)

bl |TOTAL EXPENDITURE 1-4 ABOVE

2 |Cashﬂow Surplus/(Deficit)

DATE:

SIGNED:
Chairperson (on behalf of the Board)
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Appendix 4(A) Cash Budget Plan (Core Funding)

SIGN LANGUAGE INTERPRETING SERVICE ANNUAL CASH BUDGET PLAN 2019

Line Total Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
1|/INCOME
2[BROUGHT FORWARD FROM PREVIOUS YEAR 0.00 0.00
3|CIB OPERATIONAL GRANT (CORE FUNDING) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4|IRIS INCOME 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5| TOTAL INCOME : 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
6|EMPLOYEE COSTS
7|GROSS SALARES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
8|EMPLOYER'S PRSI (ER) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
9|EMPLOYER'S PENSION (ER) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

10[TOTAL EMPLOYEE COSTS (1) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

11|ADMINISTRATION PAYMENTS

12|RENT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
13| RATES/SERVICE CHARGE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
14| INSURANCE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
15|HEAT & LIGHT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
16| REPAIRS & MAINTENANCE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
17|SLIS INTERPRETING COSTS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
18| PAYROLL & ACCOUNTANCY PACKAGE COSTS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
19| CLEANING 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
20|KITCHEN COSTS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
21| OFFICE SUPPLIES & PRINTING 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
22|MOBILE PHONE COSTS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
23[POSTAGE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
24| PROFESSIONAL FEES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
25|STAFF T&S 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
26| SERVICE PROMOTION/ADVERTISING 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
27|BANK CHARGES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
28[PETTY CASH 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
29| TOTAL ADMIN PAYMENTS (2) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
30[ORGANISATIONAL DEVELOPMENTS
31|STAFF TRAINING 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
32| STAFF RECRUTMENT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
33|BOM EXPENSES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
34| PLANNING & EVALUATION 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
35|WEBSITE DEVELOPMENT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
36| HEALTH & SAFETY 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
37| TOTAL ORGANISATIONAL DEVELOPMENTS (3) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
38[PROJECT PAYMENTS
39| IRIS EXPENDITURE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
40[SOCIAL FUND INTERPRETER FEES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
41| OTHER (Specify) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
42| TOTAL PROJECT PAYMENTS (4) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
43|OTHER PAYMENTS
44|FIXED ASSETS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
45[PREMISES DEVELOPMENT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
46| OTHER (specify) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
47| TOTAL OTHER PAYMENTS (5) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
48] Total Expenditure 1 - 5 Above [ 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00
49]Cashflow Surplus/(Deficit) [ 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 0.00
Signed: Date:

Chairperson (on behalf of the Board)





Appendix 4(B) Cash Budget Plan (NDIS Funding)

SIGN LANGUAGE INTERPRETING SERVICE NDIS ANNUAL CASH BUDGET PLAN 2019

Line Total Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
1]INCOME
2|BROUGHT FORWARD FROM PREVIOUS YEAR 0.00 0.00
3|CIB NDIS Operational Grant 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4|TOTAL INCOME : 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5|EMPLOYEE COSTS (NDIS Grant)
6|NDIS GROSS SALARIES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
7|NDIS EMPLOYER'S PRSI (ER) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
8|NDIS EMPLOYER'S PENSION (ER) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
9|TOTAL NDIS EMPLOYEE COSTS (1) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

10|ADMINISTRATION PAYMENTS

11]NDIS Interpreting Costs 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12|NDIS Office Supplies & Printing 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
13[NDIS Mobile Phone Charges 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
14]NDIS Professional Fees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
15[NDIS Staff T&S 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
16|NDIS Promotion/Advertising/Publications 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
17[TOTAL ADMIN PAYMENTS (2) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
18[ORGANISATIONAL DEVELOPMENTS

19|NDIS Staff Training 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
20[NDIS Staff Recruitment 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
21|NDIS Planning & Evaluation 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
22[TOTAL ORGANISATIONAL DEVELOPMENTS (3) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
23[PROJECT PAYMENTS

24|NDIS CPD Interpreter Accredited Training 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
25[NDIS CPD Interpreter Non-Accredited Training 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
26[NDIS Strategic Framework Development 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
27|NDIS National Register 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
28|Voucher Scheme Development 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
30[ TOTAL OTHER PAYMENTS (4) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
31| Total Expenditure 1 - 4 Above [ 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00] 0.00
32[Cashflow Surplus/(Deficit) [ 0.00 [ 0.00 | 0.00 [ 0.00 | 0.00 | 0.00 | 0.00 | 0.00 [ 0.00 | 0.00 [ 0.00 | 0.00 [ 0.00

Signed: Date:

Chairperson (on behalf of the Board)
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Appendix 5 (A) Salary Cash Budget Plan, Summary Sheet (Core and NDIS
Templates)

Salaries Cash Budget Calculations 2019

Employee Name: | | [ENTER]
Employee Number: | [ENTER]
Job Title | | [ENTER]
Point on Salary
Scale Enter point as of 1st January 2019 [ENTER]
Hours Per Week | | [ENTER]
Pension Applicable: | | (YN [ENTER]
PRSI Rate | 0.00% | <« Insert PRSI Rate Here 8.7% or 10.95% [ENTER]

Monthly Employers' Employers' Employees Total

Salary PRSI Pension Pension Annual
Contribution Contribution Contribution Salary
7.0% 5.0% Cost
€ € € € €

[ENTER] [FORMULA] [FORMULA] [FORMULA] [FORMULA]
January 0.00 0.00 0.00 0.00 0.00
February 0.00 0.00 0.00 0.00 0.00
March 0.00 0.00 0.00 0.00 0.00
April 0.00 0.00 0.00 0.00 0.00
May 0.00 0.00 0.00 0.00 0.00
June 0.00 0.00 0.00 0.00 0.00
July 0.00 0.00 0.00 0.00 0.00
August 0.00 0.00 0.00 0.00 0.00
September 0.00 0.00 0.00 0.00 0.00
October 0.00 0.00 0.00 0.00 0.00
November 0.00 0.00 0.00 0.00 0.00
December 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00 0.00 [FORMULA]

SIGNED: DATE:

Chairperson (on behalf of the Board)





Appendix 5 (B) Salary Cash Budget Plan, Indiv. Employee Sheet (Core and
NDIS Templates)

Salaries Cash Budget Calculations 2019

Employee Name:

Employee Number:

Job Title

Point on Salary Scale

Hours Per Week

Pension Applicable:

PRSI Rate

January
February
March
April

May

June

July
August
September
October
November
December

Total

Monthly
Salary

€
[ENTER]

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

SIGNED:

| [ENTER]

[ 1

[ENTER]

| [ENTER]

[ 1
[ 1
[ 1

(YIN)

Enter point as of 1st January 2019

<« Insert PRSI Rate Here 8.7% or 10.95%

Employers’ Employers’ Employees
PRSI Pension Pension
Contribution Contribution Contribution
7.0% 5.0%
€ € €

[FORMULA] [FORMULA] [FORMULA]
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00

Chairperson (on behalf of the Board)
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Total
Annual
Salary

Cost
€
[FORMULA]

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

DATE:

[FORMULA]

[ENTER]
[ENTER]
[ENTER]

[ENTER]






Appendix 6(A1) Monthly Financial Report (Core Funding)

SIGN LANGUAGE INTERPRETING SERVICE

ACCOUNTING RETURN
JANUARY 2019
Total CIB Operational Grant for Year: Euro € 0.00
Approved Cum. Cum. Cum.
1.;,, Annual Budget Actual Variance
2 Budget Year-to- Year-to- Year-to-
o 5 |Budget Head 2019 Date Date Date Explanation of Variance
Euro € Euro € Euro € Euro €
1|INCOME
2|Balance Brought Forward from Previous Year 0.00 0.00 0.00 0.00
3|CIB Operational Grant (Core Funding) 0.00 0.00 0.00 0.00
4[IRIS Income 0.00 0.00 0.00 0.00
5|Total Income 0.00 0.00 0.00 0.00
6/EMPLOYEE COSTS (Core SLIS Employees)
7| Gross Salaries 0.00 0.00 0.00 0.00
8| Employer's PRSI 0.00 0.00 0.00 0.00
9| Employer's Pensions 0.00 0.00 0.00 0.00
10| Total Employee Costs (1) 0.00 0.00 0.00 0.00
11|ADMINISTRATION PAYMENTS
12|Rent 0.00 0.00 0.00 0.00
13|Rates/Service Charges 0.00 0.00 0.00 0.00
14|Insurance 0.00 0.00 0.00 0.00
15[Heat & Light 0.00 0.00 0.00 0.00
16|Repairs & Maintenance 0.00 0.00 0.00 0.00
17|SLIS Interpreting Costs 0.00 0.00 0.00 0.00
18|Payroll and Accounting Package Costs 0.00 0.00 0.00 0.00
19|Cleaning 0.00 0.00 0.00 0.00
20|Kitchen Costs 0.00 0.00 0.00 0.00
21|Office Supplies & Printing 0.00 0.00 0.00 0.00
22|Mobile Phone Costs 0.00 0.00 0.00 0.00
23|Postage 0.00 0.00 0.00 0.00
24|Professional Fees 0.00 0.00 0.00 0.00
25|Staff T&S 0.00 0.00 0.00 0.00
26|Service Promotion/Advertising 0.00 0.00 0.00 0.00
27|Bank Charges 0.00 0.00 0.00 0.00
28|Petty Cash 0.00 0.00 0.00 0.00
29| Total Administration Payments (2) 0.00 0.00 0.00 0.00
30|{ORGANISATIONAL DEVELOPMENT
31| Staff Training 0.00 0.00 0.00 0.00
32| Staff Recruitment 0.00 0.00 0.00 0.00
33|BOM Expenses 0.00 0.00 0.00 0.00
34/Planning & Evaluation 0.00 0.00 0.00 0.00
35|Website Development 0.00 0.00 0.00 0.00
36|Health & Safety 0.00 0.00 0.00 0.00
37|Total Organisational Development (3) 0.00 0.00 0.00 0.00
38|PROJECT PAYMENTS
39|IRIS Expenditure 0.00 0.00 0.00 0.00
40{Social Fund Interpreter Fees 0.00 0.00 0.00 0.00
41| Other (Specify) 0.00 0.00 0.00 0.00
42|Total Project Payments (4) 0.00 0.00 0.00 0.00
43|OTHER PAYMENTS
44|Fixed Assets 0.00 0.00 0.00 0.00
45|Premises Development 0.00 0.00 0.00 0.00
46 Other (Specify) 0.00 0.00 0.00 0.00
47|Total Other Payments (5) 0.00 0.00 0.00 0.00
48[TOTAL EXPENDITURE 1-5 ABOVE: [ 0.00] 0.00] 0.00] 0.00
49]Cash Balance Surplus(Deficit): [ 0.00 0.00] 0.00] 0.00
SIGNED: DATE:

Chairperson (on behalf of the Board)
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Appendix 6 (A2) Monthly Financial Report (NDIS Funding)

SIGN LANGUAGE INTERPRETING SERVICE NDIS OPERATIONAL GRANT

ACCOUNTINGRETURN
JANUARY 2019
Total CIB Operational Grant for Year: Euro € 0.00
Approved Cum. Cum. Cum.
@ Annual Budget Actual Variance
= pt Budget Year-to- Year-o- Year-to-
@5 Budget Head 2019 Date Date Date Explanation of Variance
Euro € Euro € Euro € Euro €
1{INCOME
2|Balance Brought Forward from Previous Year 0.00 0.00 0.00 0.00
3|CIB NDIS Operational Grant 0.00 0.00 0.00 0.00
4{Total Income 0.00 0.00 0.00 0.00
5|EMPLOYEE COSTS (NDIS Grant)
6]NDIS Gross Salaries 0.00 0.00 0.00 0.00
7] NDIS Employer's PRSI 0.00 0.00 0.00 0.00
8|NDIS Employer's Pensions 0.00 0.00 0.00 0.00
9|Total NDIS Employee Costs (1) 0.00 0.00 0.00 0.00
10{ADMINISTRATION PAYMENTS
11{NDIS Interpreting Costs 0.00 0.00 0.00 0.00
12|NDIS Office Supplies & Printing 0.00 0.00 0.00 0.00
13|NDIS Mobile Phone Charges 0.00 0.00 0.00 0.00
14|NDIS Professional Fees 0.00 0.00 0.00 0.00
15|NDIS Staff T&S 0.00 0.00 0.00 0.00
16|NDIS Promotion/Advertising/Publications 0.00 0.00 0.00 0.00
17|Total Administration Payments (2) 0.00 0.00 0.00 0.00
18{ORGANISATIONAL DEVELOPMENT
19|NDIS Staff Training 0.00 0.00 0.00 0.00
20|NDIS Staff Recruitment 0.00 0.00 0.00 0.00
21|NDIS Planning & Evaluation 0.00 0.00 0.00 0.00
22|Total Organisational Development (3) 0.00 0.00 0.00 0.00
23|PROJECT PAYMENTS
24|NDIS CPD Interpreter Accredited Training 0.00 0.00 0.00 0.00
25|NDIS CPD Interpreter Non-Accredited Training 0.00 0.00 0.00 0.00
26|NDIS Strategic Framework Development 0.00 0.00 0.00 0.00
27|NDIS National Register 0.00 0.00 0.00 0.00
28 Voucher Scheme Development 0.00 0.00 0.00 0.00
29|Total Other Payments (4) 0.00 0.00 0.00 0.00
30]TOTAL EXPENDITURE 1- 4 ABOVE: | 0.00] 0.00] 0.00] 0.00
31]Cash Balance Surplus/(Deficit): | 0.00] 0.00] 0.00] 0.00
SIGNED: DATE:

Chairperson (on behalf of the Board)

41





Appendix 7 Board Declaration Sign Off (Cork and NDIS Funding)

SIGNED:

Citizens Information Board

It is the responsibility of the Board signing off on this report to confirm the following in relation to each expenditure declaration
submitted:

We confirm that the information provided is complete and accurate and gives a true and fair view

We confirm that all expenditure reported has been wholly and necessarily incured for the purpose for which it was granted by CIB and we that we
hawe back-up documentation on file to support all of the expenditure declared

We confirm that the expenditure declared has been incurred in accordance with the regulations as set out in the CIB financial controls documents
and all relevant national and EU regulations

We confirm that we hawe a system in place to ring-fence CIB income and expenditure to ensure that double-funding cannot occur and can therefore
confimm that there has been no double funding of this expenditure from other sources of exchequer, EU or other funding

DATE:

Chairperson (on behalf of the Board)

[
J





Appendix 8 Bank Reconciliation Statement
SIGN LANGUAGE INTERPRETING SERVICE

January Bank Reconciliation

Book Balance from last month (- Core SLIS Funding Book Balance from last n

NDIS Book Balance from last month

Book Balance from last month

Total Income from books for current month (Core Funding)
Total Income from books for current month (NDIS Funding)

Total Expenditure' from books for current month (Core Funding)
Total Expenditure' from books for current month (NDIS Funding)

Balance per books

Closing balance "Jan" Bank statement

Lodgements to bank account not yet cleared (Core Funding)
Lodgements to bank account not yet cleared (NDIS Funding)

Cheques paid out on books not yet cleared (Core Funding)
Cheques paid out on books not yet cleared (NDIS Funding)

Balance per bank

Cheques paid out not yet cleared:

Signed:

Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
Core Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:
NDIS Funding Cheque:

Chairperson (on behalf of the Board)

No:

0.00

0.00

0.00

0.00
0.00

0.00
0.00

0.00

0.00

0.00
0.00

0.00
0.00

0.00

Date:

These two balances must agree to complete reconciliation

Amount:

—lInsert Dec 2018
Bank Rec Balance

Date






Appendix 9 Accruals & Prepayments Listings

Accruals & Prepayments Listings

Company Name:

Prepayments
Invoice | Amount Details Budget | hte Paid Cheque Number

Date Line

Total:
Accruals
Details of Goods or

Date Amount Services received/to be Btg‘%et Datg a.l;g Bk Fu:':‘l;lg:r: aetlit:)\:'ant
Ordered received
Total:
Date:
Signed:
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Appendix 10 Fixed Assets Register

SAMPLE FIXED ASSETS REGISTER

Date of Repair
Description of | Serial . Source of | Purchase . Information
purchase/ Location . . Depreciation | Current Value
o Item Number funding Price (Date, Cost,
acquisition etc.)
01/12/01 Office Furniture SLIS Premises Operational
Grant
Desks X3 €500 €200 €300
Chairs X 6 €300 €100 €200
01/01/02 DELL Pentium | P19900 Manger’s CiB €1,000 €200 €800
P.C Office, SLIS
01/01/03 DELL Pentium | P19901 Interview Room 1,SLIS | CIB €1,000 €400 €600
P.C
01/02/03 Filing Cabinet Manager’s Office, SLIS | Gift from €200 €150 €50

neighbouring
office






Appendix 11 Fixed Asset Disposal Form

Company Name
Date
Asset Disposed: Description
Asset Tag
Number
Reason for Give details:
Disposal Lost / Stolen, Damaged beyond repair, Obsolete, Other
Method of Scrapped / Salvage
Disposal
Traded in Value €
Donated to
Sold as is Value €
Returned to
Signed: Manager
Date:
Approved:

Chair / Board

Date:






Appendix 12 Purchasing Card and Credit Card Usage Policy

Companies should use electronic banking for all their transactions and every effort should be made to
have invoices issued by suppliers and for employees to retain receipts, so that all transactions can be
processed electronically to the accounts of suppliers and employees. The use of petty cash should be
limited to instances where it is absolutely necessary.

The following guidelines are issued where Purchasing Card and Credit Card usage by companies is
deemed by their boards to be essential. There are instances where on-line transactions may require
the use of a Purchasing Card or Credit Card and may even be more cost effective. Should a Board
deem a Purchasing Card or Credit Card to be necessary they should seek approval from CIB before
applying for the card. The Purchasing Card and Credit Card should not be used to cover items which
should be expensed by individuals in relation to Travel & Subsistence. Under no circumstances should
Debit Cards be applied for or used.

Where Purchasing Cards or Credit Cards are to be used, a Purchase Order (PO) should be completed
for authorisation by the approved signatories, designated by the Board of Directors. Purchasing Cards
or Credit Cards are not to be used for standing orders/direct debit or other situations where billing should
be supported by a PO.

When an invoice is received or payment is due, a requisition form should be completed by two
signatories prior to any payment being processed. It is not necessary to have the same two signatories
on the requisition form and on the PO. However, the designated limits for which approval is necessary,
either by Regional Managers with the Chair of Finance, Audit & Risk Committee or with the Board’s
approval, should be followed in all cases.

Guidelines on the use of Petty Cash, as per the Financial Controls guidelines, continue to apply.

The SLIS Manager should be the designated name on the Purchasing Card or Credit Card and the
SLIS Manager is responsible for its use. All booking should go through them. This will need the
approval of the board and the board sets the credit limit.

The card will be the responsibility of the SLIS Manager as designated by the Board to be the cardholder.
The cardholder is responsible for the safe custody of cards and the security of card information. The
cardholder should also be aware of the card issuer policies in relation to lost or stolen cards and
chargeback rights in relation to disputed transactions.

The cardholder shall be responsible for all expenditure and charges on the card until the receipts and
invoices for the expenditure are approved.

If the cardholder delegates the use of the card to a member of staff, it is the cardholder’s responsibility
that proper procedures are followed and that the card is returned promptly to his/her care.

No cardholder may approve an increase to the limit on the card, nor may they approve access to a
permanent cash advance facility for themselves.

No cardholder may authorise the approval of their own expenses.
Online payments should only be made through secure websites.

Cardholders must retain supporting documentation for all expenses incurred on the card and reconcile
these expenses with the monthly credit card statements. Documentation includes: Purchase Orders,
Payment Approval Forms, Invoices and Receipts. (Invoices for internet booking using a Credit Card
should be printed off).

As well as recording purchases in the Income & Expenditure Account, all card transactions should be
recorded in a separate Transaction Log Book to facilitate reconciliation at the end of the month and to
serve as a tracking document for authorised usage. (See Samples below)

If the cardholder has authorised another member of staff to make a purchase using a Purchasing Card
or Credit Card, the staff member must sign the Transaction Log Book. At the end of each month the
Log Book should be signed by the Chair of Finance, Audit & Risk Committee or Chairperson of the
Board.
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Any recurring charges, such as government stamp duty, should be noted in the Transaction Log Book.
However, Continuous/Instalment Payment Agreements, Contracts, or Direct Debits are not permitted
transactions on the Credit Card. Neither are cash withdrawals permitted by users of the Credit Card.

The balance on Purchasing Cards and Credit Cards must be cleared within the credit timeframe so that
no interest charges are accrued.

Purchasing Cards and Credit Cards may only be used for transactions associated with the business of
the company. Misuse in breach of procedures may result in the cancellation or withdrawal of the card
and/or disciplinary procedures being followed.

Misuse includes:

Using the card for a private transaction such as a personal purchases or purchases for the sole
benefit of the cardholder.

Assigning or transferring the card to another person.
Using the card after the cardholder's employment has been suspended or terminated.

Using a card when you are not the cardholder named on the card and without the named
cardholder's authority.

Using the card for a transaction in excess of budget or authorised limits or for purchases for
which there are insufficient funds.

Using the card for expenditure not previously approved where prior approval was required (e.g.
for travel expenses).

Cardholders must return the card permanently when they leave their employment or no longer require
use of the card as part of their duties.

Sample 1

Purchasing Card / Credit Card Monthly Transactions Log

Cardholder Name: Mike Smith
Card Number XXXXXXXX1234
Period covered Ist March to 31st March 20XX
Transaction Purchase Transaction Supplier Transaction Signature of
Date Order Amount (incl. Description person making
fees) the transaction.
13 March 259 €46.45 Easons Training Joan Green
20XX Online manual. Administration
Cardholder Signature: Date:
Approved By: Date:

Please attach supporting documentation e.g. P.O / invoice / receipt etc.
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Appendix 13 Requisition Form

ELECTRONIC FUNDS TRANSFER (EFT)
REQUISITION FORM

SLIS

Payment Batch Summary

Dated:
Tick if
Item Chequeis | BudgetLine Budget Head Amount €
required
Total

Approved by SLIS Manager:

Date:

Processed by:

Date:

(Please attach invoices to requisition)
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Appendix 14 Petty Cash Reconciliation Form

SLIS
Petty Cash Reconciliation

For the Month Ended

Petty Cash Float X
Balance of Cash on Hand Y
I/Amount to be reimbursed Z

Please note - Z equals X minus Y

Prepared By

Date

Approved By

Date






Appendix 15 Travel & Subsistence Rates

Motor Travel Rates 2019
Circular 05/2017

Motor Travel Rates per kilometre effective from 15t April 2017

Distance Bands Engine Engine Capacity Engine Capacity
Capacity up to | 1201cc to 1500cc 1501cc and over
1200cc

Band 1 0-1,500km 37.95 cent 39.86 cent 44.79 cent

Band 2 1,501-5,500km 70.00 cent 73.21 cent 83.53 cent

Band 3 5,501-25,000km 27.55 cent 29.03 cent 32.21 cent

Band 4 25,001km and over 21.36 cent 22.23 cent 25.85 cent

Reduced Motor Travel Rates effective from 15t April 2017
Engine Capacity up to 1200cc | Engine Capacity Engine Capacity
1201cc to 1500cc 1501cc and over
16.59 cent 17.63 cent 18.97 cent
Domestic Subsistence Rates Circular 18/2018
Domestic Subsistence rates effective from 1st October 2018
Overnight rates Day Rates
Normal Rate Reduced Rate Detention Rate 10 hours or 5 hours but less
more than 10 hours
€147.00 €132.30 €73.50 €33.61 €14.01

Vouched Accommodation (“VA”) Domestic Subsistence Rates

(For use in Dublin only)

Effective from 15t October 2018

Vouched Accommodation
(“VA”) Rate

Accommodation

Meals

VA Rate

Vouched cost of
accommodation up to
€147.00

Plus €33.61
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Appendix 16 Travel & Subsistence Expenses Claim Form

Name: Grade: Service:
Period: Office:
Date Time Journey No. KM’s KM Cost Sub. Other Total Mode of Purpose of Journey
€ € Train/taxi € Transport
€
Depart Return From To
Total:

Public Transport must be used where possible. Attach all receipts

| certify that the expenses claimed here were actually incurred properly and necessarily on Car:

official [Company Name] business and have not been claimed for or reimbursed elsewhere

and the particulars furnished herein are in all respects true. Engine cc: Registration No:

o Please tick to confirm that the “lesser of” rule has been applied.
(See Travel and Subsistence in the Financial Controls and Reporting Requirements for
the “lesser of” rule)

Signed: Date:

CLAIMANT

Signed & Approved: Date:

MANAGER

| confirm that the car for which | now claim mileage on official business is currently insured with
(Name of Insurer)
for the purpose of the Road Traffic Act 1961. Expiry date of Policy:

| am aware that [Company Name] does not accept liability for any loss or damage resulting from
the use of my car on official business.

| certify that the car for which | now claim mileage on official business, has, where required, a
current valid NCT certificate which is valid until:

| certify that | hold a current valid full driving licence and that | carry out a visual check on my car
before driving for work.

Signed:

CLAIMANT

Please ensure that this panel is completed and signed once claiming mileage.






Appendix 17 Financial Reporting Schedule (Core and NDIS Funding)

Thurs 24" Jan (17t working day)

Financial Returns (FR) returns from previous year, comprising
Dec accounting return

Dec bank reconciliation statement

Dec bank statement(s)

Dec income & expenditure

Accruals & Prepayment listing

Signed Board Confirmation

Credit Card Statement and statement for any other
accounts

Noohrwbh =

Thurs 14" February (10* working day)

Budget for current year
1. Cash Budget Plan
2. Salary Cash Budget Plan

Tues 26" March (17" working day)

FR, comprising

Feb accounting return

Feb bank reconciliation statement
Feb bank statement(s)

Feb income & expenditure
Signed Board Confirmation

arON =

Fri 24" May (17*" working day)

FR, comprising

Apr accounting return

Apr bank reconciliation statement
Apr bank statement(s)

Apr income & expenditure
Signed Board Confirmation

2 e e

Tues 4" June

Budget proposal for coming year, comprising
Budget Proposal

Salary Budget Proposal

Variance on Outturn for current year
Variance on Budget Projections

Additional funding request form (if applicable)
Premises Applications for 2020

oAM=

* Monday 15t July

Financial Statements for previous year (signed by directors and
auditor).

Tues 23™ July (17" working day)

FR, comprising

Jun accounting return

Jun bank reconciliation statement
Jun bank statement(s)

Jun income & expenditure
Signed Board Confirmation

2 e e

Tues 24t Sept (17t working day)

FR, comprising

Aug accounting return

Aug bank reconciliation statement
Aug bank statement(s)

Aug income & expenditure
Signed Board Confirmation

aorON =






Mon 25" Nov (17" working day) FR, comprising

Oct accounting return

Oct bank reconciliation statement
Oct bank statement(s)

Oct income & expenditure
Signed Board Confirmation

agrON =

N.B. Allreturns both excel and pdf should be e-mailed to Financial Returns and all pdf
copies signed.

*Financial Statements should be returned to the CRO at a time set down by that office.
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Appendix 18 (A) DPER Circular 13/2014

DPER Circular 13/2014 —
Management of and Accountability for Grants from Exchequer Funds

This circular supersedes previous Department of Finance Circular 17/2010.

Please see relevant parts of DPER Circular 13/2014 for Grantees below. (See Circular in full on
Infonet here.)

Grantees
This Circular includes a new statement of principles for grantees, in respect of clarity, fairness,
governance and value for money, in their management of and accountability for public funds.

| Section 5: Grantee Responsibilities

21. Reporting:
The following provisions:

(i) apply in full to grantees who return annual report and accounts
(ii) apply insofar as possible (and in advance) in the case of once-off grants mentioned in Section
3, paragraph 11(j) as reporting requirements are required in the application process;

(iii) apply insofar as possible to other grantees®

Financial Statements

Grantees should submit their audited accounts to the grantor without delay after the end of the
financial year. Where an Accounting Officer is satisfied, suitable financial statements are acceptable
as an alternative (e.g. where audited accounts are not prepared). An Accounting Officer must, in this
case, prepare a statement of such bodies outlining their level of expenditure, the rationale for not
auditing accounts and seek DPER sanction. In the case of State Agencies, see the Code of Practice
for the Governance of State Bodies for timing and other rules regarding submission of accounts.

Grantees must report in their financial statements;

(a) Name of Grantor

The name of the grantor, specifying the exact title to be used in the report (e.g. Department of
Environment, Community & Local Government, Health Service Executive etc.). Where the grant
making agency is not a Government Department e.g. Pobal, the sponsoring Government Department
must also be recorded.

(b) Name of Grant
The actual name of the grant programme e.g. Rural Water Development programme.

(¢) Purpose of Grant
With reference to Section 3, paragraph 11 above, the purpose for which the funds are applied under
the following headings:

- Pay and general administration

- Service provision / charitable activity

- specified others, including such expenditure as advertising, consultancy

3 This acknowledges that small community and voluntary groups will only have basic financial statements and
receipts available as a basis for reporting.
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(d) Accounting for Grants:

(i) The amount and term of the total grant awarded;

(i) The amount of the grant taken to income in the current financial statements;

(iii) Where (ii) above differs from the cash received in the relevant financial period, a table
showing:
a) The grant taken to income in the period
b)  The cash received in the period, and
c) Anygrant amounts deferred or due at the period end.

(e) Capital Grants

The amount of money provided and the conditions/milestones being used in relation to current and
future instalments. Grantees should also provide an undertaking that the State’s investment is
protected and will not be used as security for any other activity without prior consultation with the
parent Department and sanction of DPER.

(f) Employees

In a table accompanying the report, the number of employees whose total employee benefits
(excluding employer pension costs) for the reporting period fell within each band of €10,000 from
€60,000 upwards and an overall figure for total employer pension contributions. (This applies even if
salaries are not being funded by the Exchequer).

(9) Restrictions
Whether and how the use of the grant is restricted (i.e. is it for a particular project, or for the delivery
of a service)

(h) Tax Clearance
Whether compliant with relevant Circulars, including Circular 44/2006 “Tax Clearance Procedures
Grants, Subsidies and Similar Type Payments”.

22. Multiple Funding Sources
Where a grantee receives funds from more than one grant making agency, please see Section 3,
paragraph 11(l) above re reporting requirements.

23. State Bodies

Where a service level agreement as cited above, and in the Code of Practice for the

Governance of State Bodies, is in place between a Department and a Body, adherence to the terms
of that agreement must be confirmed by that Body to the Grantor.

24. Vouched Expenditure
Grantees making claims for grant funding on the basis of vouched expenditure are required to state
formally to their funders that:
- the invoices used to support their claims relate to activities and services appropriate to the
grant scheme objectives,
- the amounts invoiced have been paid, and
- the invoices have not and will not be used in support of another claim for reimbursement from
any other funder(s) (except as provided for in agreed joint-funding arrangements)

25. Financial Control
Grantees should be able to confirm that they have adequate financial control systems in place to
manage granted funds.

26. Sectoral Compliance
The requirements of this Circular do not override existing Statutory or sectoral requirements.
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lllustrative checklist for Grantees
This checklist is not exhaustive. Recipients of grants should consider operating a
comprehensive checklist relevant for the grant funding for which they are accountable.

Grantor Checklist v

Circular 13/2014 Y/N Action Ref.
N/A Required?

Annual Estimates
Have annual operating budgets for State Agencies been 18
submitted?

Annual Reports
Have end of year accounts or financial statements as
appropriate been submitted to each grantor? 21

Has the grantee, if involved in a multiple co-funding 22
arrangement, informed all grantors if exchequer funding
exceeds 50% of income?

Compliance
Is all funding being used for the purpose intended? 21 (g9)

Is a current Tax Clearance certificate in place where 21(h)
appropriate?

For State Agencies, is confirmation of adherence to any 23
service level agreement included with reports?

24
Is there compliance requirements in relation to vouched
expenditure?
Is there an adequate financial control system in place? 25
Is there confirmation that other sector-specific
guidelines / legislation have been adhered to? 26
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Statement of Principles for Grantees

Are you in receipt of public funding?

This Statement outlines the 4 principles which apply in the case of bodies in receipt of

grant funding provided directly or indirectly from Exchequer sources.

This Statement should be brought to the attention of every grant receiving body

If you are in receipt of Public Funding you should

Clarity

Understand the purpose and
conditions of the funding and the
outputs required

Apply funding only for the business
purposes for which they were
provided

Apply for funding drawdown only
when required for business purposes

Seek clarification from the grantor
where necessary — on use of funds,
governance and accountability
arrangements.

Governance

Ensure appropriate governance
arrangements are in place for:

oversight and administration of
funding

control and safeguarding of funds
from misuse, misappropriation and
fraud

accounting records which can
provide, at any time, reliable financial
information on the purpose,
application and balance
remaining of the public funding

Accounting for the amount and
source of the funding, its application
and outputs/outcomes.

Value for Money

Be in a position to provide evidence
on

effective use of funds

value achieved in the application of
funds

avoidance of waste and extravagance

Fairness

Manage public funds with the highest
degree of honesty and integrity

Act in a manner which complies with
relevant laws and obligations (e.g.
tax, minimum wages)

Procure goods and services in a fair
and transparent manner

Act fairly, responsibly and openly in
your dealings with your Grantor
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Appendix 18 (B) DPER Circular 13/2014 Guidance Note & Reporting
Requirements

Please see relevant parts of Guidance Note & Reporting Requirements for Grantees below. (See
Guidance Note in full on Infonet here.)

Grantee
A grantee is the entity that receives the grant funding from the grantor in order to provide the activities
or services appropriate to the grant scheme.

Part B Grantee Requirements

Grantees should submit their audited financial statements to the grantor without delay after the end of
the financial year.
Grantees must report in their financial statements;

1) Name of Grantor (Circular 13/2014 Section 5, subsection 21 (a))
The name of the grantor, specifying (e.g. Department of Environment, Community & Local
Government). Where the grant making agency is not a Government Department e.g. Pobal, the
sponsoring Government Department must also be recorded.

2) Name of Grant (Circular 13/2014 Section 5, subsection 21 (b))
The actual name of the grant programme e.g. Rural Water Development Programme.

3) Purpose of Grant (Circular 13/2014 Section 5, subsection 21 (c))
The purpose for which the funds are applied under the following headings:
a) Pay and general administration
b) Service provision / charitable activity
c) specified others, including such expenditure as advertising, consultancy etc.

4) Accounting for Grants (Circular 13/2014 Section 5, subsection 21 (d)) :

a) The amount and term of the total grant awarded;

b) The amount of the grant taken to income in the current financial statements;

c) Where (b) immediately above differs from the cash received in the relevant financial period,

a table showing:

(i) The grant taken to income in the period
(i) The cash received in the period, and
(iii) Any grant amounts deferred or due at the period end.

5) Capital Grants (Circular 13/2014 Section 5, subsection 21 (e))
The amount of money provided and the conditions/milestones being used in relation to current and
future instalments. Grantees should also provide an undertaking that the State’s investment is
protected and will not be used as security for any other activity without prior consultation with the
parent Department and sanction of DPER.

6) Employees (Circular 13/2014 Section 5, subsection 21 (f))
In a table accompanying the report, the number of employees whose total employee benefits
(excluding employer pension costs) for the reporting period fell within each band of €10,000 from
€60,000 upwards and an overall figure for total employer pension contributions. (This applies even
if salaries are not being funded by the Exchequer).

7) Restrictions (Circular 13/2014 Section 5, subsection 21 (g))
Whether and how the use of the grant is restricted (i.e. is it for a particular project, or for the delivery
of a service)

8) Tax Clearance (Circular 13/2014 Section 5, subsection 21 (h))

Whether compliant with relevant Circulars, including Circular 44/2006 “Tax Clearance Procedures
Grants, Subsidies and Similar Type Payments”
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Appendix 19 Secondment Arrangements Accounting Procedures

The following is the accounting and budgeting procedure in relation to staff secondments:

Scenario:
Company A seconds one of its employees (John) to Company B.

Company A’s accounting transactions:

Company A continues to pay John.

John is recorded on the salary sheets of Company A as normal.

On the Budget Proposal and Cash Budget Plan of Company A, under Other Income, a budget
figure is entered to match John’s full employment costs, i.e., salary, employer's PRSI and
employer’s Pension contribution.

Company A will send invoices to Company B for these costs and these will be recorded as
Other Income throughout the year when payments are received from Company B. (Note : It is
up to both companies to agree the billing frequency).

Company A may need to replace John with a backfill (Mary).

Mary is recorded on the salary sheets of Company A and this expense will appear as an
additional Employee cost on the Budget Proposal and Cash Budget Plan of Company A.

Company B’s accounting transactions

Company B will record the budgeted employment expense, associated with John under Project
Payments Other in the Budget Proposal and Cash Budget Plan with the explanation/comment
for the entry as “Secondment Expense”.

No salary sheet is completed by Company B for John.

Company B enters the payments to Company A as “Reimbursement of Seconded Employee”
in the Income & Expenditure under Project Payments Other.

General Notes

If a secondment arrangement is made during the year, after Cash Budget Plans have already
been signed off, the billing arrangements outlined above should be followed.

Generally the payment received for the seconded employee will cover any backfill costs for
Company A. Any savings made should be noted on the comment line next to Employee Costs.
If the backfill costs are more, and Company A has not sufficient funding, an application for
additional funding can be made to CIB.

Company B would normally request additional funding from CIB to pay for the seconded
employee, unless it has sufficient resources to meet the cost.

If the employee returns from Company B to Company A before the end of the period for which
the secondment was recorded in the Cash Budget Plan (and no further income is being
received from Company B), an application for additional funding to meet the employee cost to
the end of the year may be made to CIB, but it would be presumed that the backfill would no
longer be required, so any additional costs should be minimal.

Company B on the other hand will show an underspend on Project Payments to the end of the
year if it has no other secondment or new recruit.

If the secondment results in the employee of Company A working at a different salary scale
while employed by Company B this is reflected in Company A’s payroll and related records

N.B. All of the above presumes that the proper HR procedures have been followed by both companies
and sanction has been received from CIB Operations Team — HR Executive for the secondment to
proceed.
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Travel and Subsistence (T&S)

It is recommended that all T&S costs for the person on secondment should be paid by the company
which pays the salary. This is in line with the letter from the Department of Public Expenditure and
Reform which was circulated to all delivery partner companies in November 2015 and is also attached
herewith. Thus, Company A should pay John’s T&S and recover these costs from Company B. This will
ensure that both companies are aware of the level of expenses being claimed, the events covered, and
that there is no inadvertent double claiming. Also, the accumulated mileage will all be recorded by one
company. Vouched expenses should only be paid where the claim is supported by original receipts and
not by copies.
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Appendix 20 Glossary of Accounting Terms

Accruals

Asset Register

Audit

Bank
Reconciliation

Depreciation

EFT

Fixed Assets

Imprest System

Prepayments

Variance

Virement

Calculation at the end of a financial period/year for items that arose in
the current year but will not be paid for or received until the following
year. A list must be kept of accruals from year to year so that they can
be traced into the following year’s accounts.

This is a listing of all fixed assets recording cost, depreciation, serial
numbers, location and other details.

An independent review of accounts, books and documentation by a
qualified, registered auditor. The auditor will carry out an audit before
issuing a statement to the effect that the accounts are accurate and
reflect a true and fair view of the company’s affairs.

This is a process for taking the bank balance from the books of
accounts of the CIS and reconciling and agreeing it with the bank
statement balance.

The notional reduction in value of an asset as a result of wear and tear
over the passage of time. The company’s auditor usually calculates the
depreciation charge for inclusion in accounts in line with accounting
standards.

Electronic Funds Transfer. The term covers transactions associated
with internet banking and electronic transfers by banks such as credit
transfers and direct debit payments.

Fixed assets result from expenditure of a capital nature, i.e. items
purchased that will last and be in use over a period of time, e.g.
buildings, furniture, computers, white goods, etc.

A cash fund used to pay incidental expenses which is topped up
periodically from the bank account to maintain the fund at an agreed
level.

Amounts that are paid in advance and relate to the forthcoming financial
period/year.

The difference between a budgeted amount and the actual amount
recorded. Variances can be computed for both income and expenditure
figures.

An administrative transfer of funds from one part of a budget to another.
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THE HANDBOOK FORMS PART OF THE CONTRACT OF EMPLOYMENT

Employees Policy & Procedures Guide

Starting with a new organisation is always a challenge. We hope this handbook will help all new
members of staff to settle into their new roles and also provide information on Sign Language
Interpreting Service polices and procedures to existing staff.

This is a guide to working within SLIS. Its aim is to advise each employee of their terms and
conditions of employment and the Organisation's policies and procedures. Along with the
statement of Terms and Conditions, it forms part of your Contract of Employment. Some of the
language used is quite formal as it has been necessary for us to state some 'rules and
regulations' in quite an official way.

Each employee should familiarise themselves with the contents of this handbook so that they
can understand how it applies to them. A copy of this handbook is always available to read and
may be found in the office or electronically. Please keep it safe and refer to it for guidance.

Further sources of information on policies, procedures and terms and conditions of employment
can be found on notice boards and in letters, which will be issued to all employees at the time
of any change.

Should an employee have any queries they should contact their Manager. The Manager may
refer queries to the Chair.

We hope each employee enjoys working with SLIS for many years to come and we look
forward to a rewarding partnership for both.

Chair
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Chapter

General Personnel Policies

RECRUITMENT POLICY
SLIS aims to provide efficient quality services to all its clients and believes that the
achievement of this aim is dependent on its staff.

Accordingly, our Organisation is committed to recruiting the right people into the right job at the
right time in a fair, consistent and cost effective manner. In furtherance of this, it undertakes to
ensure all appointments and promotions are made on the basis of clear and justifiable job
related criteria. In accordance with its equal opportunity policy the Organisation aims to recruit
the best person for the job irrespective of gender, marital status, family status, sexual
orientation, religion, age, disability, race and membership of the Traveller community.

OPEN DOOR POLICY

We encourage all our employees to discuss openly any questions or issues they may have with
their Manager. Our “Open Door Policy” ensures that all employees have access to their
Manager who is the first port of call regarding any issues. Should the Manager need
clarification on any issues they should contact the Chair of the Board.

EQUAL OPPORTUNITIES POLICY

Our organisation seeks to promote a model where the workplace is free from discrimination
and harassment. The Equal Status Act 2000 promotes equality, prohibits certain kinds of
discrimination and prohibits sexual harassment and harassment on the discriminatory grounds.

The Equality Status Act 2000 and 2004 and the Employment Equality Acts 1998-2000 prohibit
discrimination of the following nine grounds: gender, marital status, family status, sexual
orientation, religion, age, disability, race and membership of the Traveller community.

Our organisation believes every encouragement should be given to employees to develop their
full potential.

PERSONNEL POLICY

The most valuable resource of SLIS is its staff. The Organisation’s aim is both to fulfil its legal
requirements as an employer and also to be a model of good employment practice. Every staff
member has a vital role to play in furthering these aims. SLIS aims to give staff clarity around
their role, appropriate and clear reporting relationships and appropriate responsibility and
authority.

SLIS seeks to maintain good communication with all staff members and their representatives
and is responsive to the well being of staff. Education, research, innovation and enterprise
amongst its staff are encouraged.

SLIS is committed to being fair and caring towards its staff by:
e Ensuring every staff member is treated with courtesy and respect
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e Ensuring all members of staff understand what is expected of them, with regular and
individual discussion of their performance

e Encouraging and supporting staff to carry out their work to a high standard and to concern
themselves about their health, safety and welfare

e Encouraging personal development and good teamwaork

e Encouraging innovative ideas amongst staff

In turn, employees are expected to:

e Be fully committed to their work
e Observe the highest professional standards

e Assist in the implementation of SLIS’s work programmes in accordance with SLIS strategies
and operational plans

e Co-operate with other members of staff and provide the best possible service and

e Observe confidentiality where appropriate.

HOME TO WORK TRAVEL
Employees are responsible for making their own arrangements for travelling to and from work.

TIMEKEEPING

Employees will appreciate the importance to the organisation of good attendance and
timekeeping and understand that they are expected to be at their place of employment and to
start work on time. This is a matter of self-discipline and a major yardstick in the assessment
each employee’s personal performance.

Persistent lateness or non-attendance is a serious offence, because of the disrupting effect on
the employee’s colleagues and the bad impression it creates for SLIS.

STANDARDS OF DRESS CODE POLICY

We all typically will encounter members of the public during the course of our work. It is
therefore important that all employees present a professional image in respect of their
appearance and standards of dress.

As we work in close contact with other colleagues and customers, it is of the utmost importance
that a high standard of personal hygiene is maintained.

MEDICAL EXAMINATIONS

At any time during employment employees may be required to undergo a medical examination.
If a request is made, the Manager will explain the reasons for this. Any medical expense will
be borne by the organisation. In general the reason for requesting employees to seek medical
attention would be to establish if the employee was fit for work.

PERSONNEL RECORDS

SLIS retains records of its staff which include personal information such as name, address,
marital status (if necessary), etc. and also records of examinations passed, qualifications
obtained, absences, holidays taken, etc. These records are kept completely confidential but
will be used by authorised personnel (such as the Manager) if that staff member is being
considered for promotion or if information is required in the case of a personal emergency.
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It is therefore imperative that these records are kept up to date and it is the responsibility of
each staff member to inform the Manager of any change in their personal status that may be
relevant.

All personnel details are kept on file and the organisation is registered under the Data
Protection Act. Therefore, should any staff member wish to see information on their file, he /
she can do so by request to the Manager.

COLLECTIONS AND LOTTERIES

Collections, lotteries, raffles, balloting for prizes and the sale of tickets in connection with such
ventures are not to be undertaken on the organisation premises without the express permission
of the Manager.

MOBILE PHONES

SLIS understands that mobile phones have become an integral part of modern day living and in
general we do not have a problem with our staff using them. Please have call profile setting on
discreet or silent. The use of private phones must not interfere with the day to day running of
our business or become a nuisance to customers or colleagues. The law must be observed at
all times in the use of mobile phones.

GIFTS

From time to time staff may be offered gifts by clients in recognition of their work. In order to
protect staff and the organisation, money should not be accepted as a gift. In the main, gifts of
more than €30 in value should not be accepted. If employees are in doubt with regard to
hospitality or small gifts they should discuss the matter with the Manager.

WASTAGE
SLIS maintains a policy of "minimum waste" which is essential to the cost-effective and efficient running of all our
operations.

We are all able to promote this policy by taking extra care during our normal duties by avoiding
unnecessary or extravagant use of services, time, energy, etc., and the following points are
illustrations of this:

¢ Handle machines, equipment, tools and stock with care
Turn off any unnecessary lighting and heating
Keep doors closed whenever possible and
Do not allow taps to drip.
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General Conditions of Employment

CONTRACTS OF EMPLOYMENT

New staff will be provided with a Contract of Employment within a week of their starting in the
role. The terms and conditions (e.g. grade, salary, annual leave and sick leave) are based on
comparator terms in the health service.

Changes to terms and conditions of employment will be made only with the express agreement
of both parties and will be notified to staff in writing.

REFERENCE / PROBATIONARY PERIOD
Engagement is made subject to the information supplied on an employee’s Curriculum Vitae
being found to be accurate and truthful and subject to the references proving satisfactory.

In addition, employment is subject to the successful completion of a probationary period, the
duration of which is indicated in the offer of employment letter and the staff member’s Contract.
The organisation reserves the right to extend an individual’'s probation period if necessary.
Employees will be notified in writing that their probation period has been completed.

PART-TIME EMPLOYEES
Any employee who works less than the normal weekly hours shall be entitled to receive
benefits on a pro-rata basis according to the number of hours worked, subject to the
employee’s statutory rights.

FIXED TERM EMPLOYEES
Fixed term staff are employed to fill a particular purpose (e.g. to fill a position left vacant due to a
maternity leave, or to complete a particular named project for a specified duration).

Under the Protection of Employees (Fixed Term Work) Act 2003, fixed term employees have the
same rights and entitlements as regards their terms and conditions of work as comparable
permanent colleagues. The Act also specifies that once an employee has completed 3 years’
continuous service with his employer the contract may only be renewed on one further occasion and
this period may not exceed one year. Any further contracts issued will be deemed to be of an
indefinite nature.

TRADE UNION MEMBERSHIP
The organisation confirms the right of any employee to join a trade union.

LEAVING THE ORGANISATION
Staff members are required to give the period of notice specified in their Contract of
Employment when they leave the organisation (normally one month).

Notice of the employee’s intention to leave must be given in writing to the Manager or the Chair
of the Board.

All items provided to assist in the performance of the job remain the property of the
organisation at all times and must be promptly returned in good condition when an employee
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leaves. This includes keys, badges, training materials and similar items.

Documents, papers, reports, copies that have been made or other similar items that employees
may have acquired during the course of their employment should also be returned.

Employees may be asked to sign an employment termination form confirming all details
mentioned above and agreeing to any outstanding adjustments to the final payroll issue. Where
applicable, an employee who is leaving may be asked to help any replacement staff to become
familiar with the job, the people he / she will be dealing with and the routine of the office.

It is the policy of our organisation to supply written references to our employees if requested.
RETIREMENT POLICY

The retirement age is 65 years. Pre-retirement counselling and training is recommended; staff
will benefit by attending such a course within 5 years of their planned retirement.

Retirement Planning Council of Ireland run regular Retirement Courses which cover areas such
as the financial implications of retirement, social welfare and other entitlements, health and
lifestyle issues, coping with change in relationships, etc.

STAFF SUB-COMMIITTEE

There may be a Staff Sub-Committee in place to assist the Board oversee staff and HR matters
and to deal with particular HR events as they arise (e.g. oversee recruitment and selection
initiatives, handle any grievance or disciplinary matters etc). If in place the Committee
comprises the Manager and 2-3 other Board members and may include a person external to
the SLIS. The Staff Sub-Committee reports to the Board, giving updates on matters dealt with
as required.
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Pay & Benefits

REMUNERATION POLICY
The objective of the organisation’s salary policy is to ensure that staff are paid according to
ability, individual contribution, experience and performance within the organisation.

PAYSCALES
SLIS pay scales, based on Health sector grades with a 5% reduction as of August 2011, are
adjusted in accordance with agreed national wage agreements (currently Towards 2016) and
are as follows:

Manager Finance Officer Administration &
Booking Officer

Point Comparator Point Comparator Point Comparator

1 Grade VIl Point 1 1 Grade V Point 1 1 Grade IV Paint 1

2 Grade VII Point 2 2 Grade V Point 2 2 Grade IV Point 2

3 Grade VII Point 3 3 Grade V Point 3 3 Grade IV Point 3

4 Grade VIl Point 4 4 Grade V Point 4 4 Grade IV Point 4

5 Grade VIl Point 5 5 Grade V Point 5 5 Grade IV Point 5

6 Grade VIl Point 6 6 (LSI) Grade V Point 6 6 Grade IV Point 6

7 Grade VIl Point 7 7 (LSI) Grade V Point 7 7 Grade IV Point 7

8 Grade VIl Point 8 -- - 8 Grade IV Point 8

9 Grade VIl Point 9 9 (LSI) Grade IV Point 9

10 (LSI) Grade VIl Point 10 10 (LSI) Grade IV Point 10

11 (LSI) Grade VIl Point 11 10 (LSI) Grade IV Point 10

Note In all cases part time/work sharing staff are paid on a pro rata basis.

PAY QUERIES
If an individual has any query regarding their pay, they should raise it with their Manager or
Chair.

PAYMENT OF SALARIES

Salaries are paid each month or at such other frequency as agreed with management. The
payment date will usually be 25" of the month. The net amount of monthly salaries will be paid
directly into a bank account of the staff member’s choice by electronic transfer. This amount
takes account of all necessary statutory and organisation deductions, which are deducted from
the gross salary. Each employee will receive a pay slip monthly detailing all amounts deducted
and the net amount transferred into the individual’s bank account.

On joining the organisation each employee is required to submit a completed P45, where
appropriate, so that the correct tax deductions can be made. All staff members will receive a
P60 annually. On leaving the organisation, the staff member will receive a completed P45.
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INCREMENTS

Progress through pay scales will be on the basis of one-year increments. Typically increments
are awarded on the anniversary of the starting date of employment. There is no question of an
employee receiving more than one increment annually.

Job sharers / part time staff receive increments under the same conditions as full time
equivalent staff.

PENSION
SLIS are provided with the means to provide and contribute to a pension scheme for their
employees.

SLIS operates a defined contribution pension scheme for its staff. Both the staff member and
the SLIS contribute to the pension scheme which is a Hibernian Life & Pensions Ltd product.

Membership of the scheme is obligatory for all staff of SLIS (except employees debarred for
health reasons, or part-time employees who work less than 20% of normal full-time hours).
Scheme benefits are based on the contributions made to the scheme during employment and
investment returns.

Please contact the Manager / Chair for details on the SLIS pension scheme.

PERSONAL RETIREMENT SAVINGS ACCOUNTS

A PRSA is an investment system used as a long-term retirement provision. It is a personal
pension plan provided by banks, building societies and insurance companies usually with
brokers acting as intermediaries. PRSAs are regulated by Pensions Board and the Revenue
Commissioners. The contract is between the individual and the PRSA Provider. As SLIS
provides a pension scheme, it does not contribute to PRSAs which are employee- only
schemes; however, staff who wish to do so can contribute to their PRSA through payroll by
advising the SLIS in writing. All PRSA deductions will be shown on the staff member’s payslip.

TRAVEL EXPENSES

Staff members who are required to undertake journeys away from their office on SLIS
business will be paid travelling and subsistence expenses in accordance with the Citizens
Information Board approved rates. Staff should ordinarily avail of public transport where work
requirements necessitate the undertaking of a journey.

Where staff members are required to use their own private motorcar in the course of business
for SLIS, approval must be sought from the Manager prior to undertaking any journey. Staff
using their own car where public transport could have been used may claim only the Public
Transport Rate for that journey.

Staff who are using their own vehicle are responsible for ensuring that they are properly
covered by motor insurance for use in the course of their work so as to indemnify SLIS from
any claims. Where an additional cost is incurred by staff members using their vehicles on a
regular basis, SLIS may cover the additional cost of this insurance upon receipt of insurance
cover, indicating additional cost. Staff who are regularly required to use their car in the course
of their work should clarify their position in relation to their insurance cover with their insurance
provider.

Travelling expenses will not be paid in respect of any portion of a journey that covers all or part
of a staff member's usual route between home and their place of work. Where a staff member
travels on an official journey direct from home or returns home direct, the travelling allowance
payable will be calculated by reference to the distance from home or headquarters, whichever
is the lesser.

Staff members should complete an “Travelling Expenses Form” and should pass on to their
Manager for approval and submit for payment. Please see Appendix 1 for a copy of this form.
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SUBSISTENCE ALLOWANCES

Subsistence, which covers meal and accommodation costs, is payable on the basis of time
spent away from base office. The claim rates are banded on a 5-hour, 10-hour and overnight
(covering up to 24 hours) basis.

These time bands refer to the time spent away from the office. Subsistence is not normally
claimable when the out-of-office work is within the urban area (e.g. Dublin, Cork, Limerick, and
Galway) or where the staff member’s office is located or within a distance of 8 miles from their
office in other cases.

When a staff member starts and / or completes a journey from home, the subsistence and / or
mileage claim should be based on the least distance/time it would take.

A night allowance is not payable for an absence at any place within 15 miles of a staff
member's home or staff member’s office.

Valid from July 2015

Domestic Subsistence rates from 1st July 2015

Overnight rates Day Rates
10 hours 5 hours
Normal Rate Reduced Detention or more but less than 10
Rate Rate hours
€125.00 €112.50 €62.50 €33.61 €13.71

Where staff are away from the office for 10 hours or more and their meals are provided to them
they may claim the 10-hour rate less the 5-hour rate (€ 33.61 - € 13.71 = €19.90).

Staff members should complete “Account of Travelling Expenses Form” and upon completion,
pass it to their manager for approval and payment.

TRAVEL ALLOWANCES
Circular 08/2009: Motor Travel & Subsistence Rates —issued 05/03/2009

Official Motor Travel Engine Capacity Engine Capacity | Engine Capacity
in a calendar year up to 1200cc 1201cc to 1500cc | 1501cc upwards
Up to 6437kms 40.11 cent 47.82 cent 59.07 cent
6438kms & over 21.70 cent 24.33 cent 28.46 cent

ACTING UP ALLOWANCES
Staff may be paid an Acting Up allowance when they fill a more senior position, left temporarily
vacant due to sick / maternity/ term time leave etc for a period of greater than 30 days.

When the situation arises, staff who are eligible to temporarily fill the role are notified by the
Manager or Board and invited to indicate their interest in the role. Candidates are then
interviewed, usually by the manager and Board before the acting-up appointment is made.
Appointments are made on the basis of this internal interview taking account of experience &
general performance.

The staff member who is selected will be placed, for the duration of the assignment, onto the
first increment of the higher scale.
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Attendance & Absences

HOURS OF WORK & REST BREAKS

The normal weekly hours of work are specified in the employee’s Contract of Employment (35
hours for full time staff and 17.5 hours for part-time staff). These hours are exclusive of meal
breaks. Employees may, from time to time, be required to work evenings or weekends. In the
event of this happening employees will be given as much notice as possible and time off in lieu
(TOIL) will accrue. TOIL can only accrue with the approval of the Manager or Chair.

When working a full day staff are entitled to a paid rest break of 15 minutes in the morning plus
a one-hour unpaid lunch break. As a gesture of goodwill the organisation allows for a short
afternoon coffee break. Part-time employees working more than 4.5 hours per day are entitled
to a paid rest break of at least 15 minutes.

In accordance with the Organisation of Working Time Regulations, to ensure that employees
do not work in excess of 48 hours per week, employers are obliged to record the working hours
of staff on a daily basis. These records can take the form of signed time sheets which detalil
arrival and departure times each day both in the morning and afternoon and also will include
leave / return times of lunch breaks.

In order to ensure that the Regulations are being complied with any staff member who holds a
second job must give details of hours worked on a weekly basis to their Manager.

TIME OFF IN LIEU (TOIL)

Generally, when employees undertake work related activities during normal office hours, or
where a meeting, conference or other activity that is considered necessary and useful for the
work of SLIS occurs unavoidably outside office hours, employees may attend such events with
the agreement of their Manager. Travel time to or from an event may also be claimed for TOIL
purposes. An employee cannot work outside of normal hours and accumulate TOIL without the
approval of the Manager. The onus is on the employee to organise their working hours in
agreement with the Manager.

Taking Time Off in Lieu:
Time worked outside of normal office hours during the week (Monday to Friday) will be claimed
on an hour for hour basis.

In exceptional circumstances where an individual has been requested by their manager to work
at the weekend, the hours worked may be claimed at a rate of 1% hours time off for each 1
hour worked on Saturdays and 2 hours off per hour worked on Sundays.

TOIL should be taken within two months of being accrued. Should an individual accumulate
more than 20 hours worked, the matter should be brought to the attention of the Manager with
a view to arranging the taking of the requisite time off.
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Application of TOIL Arrangements

The onus is on the employee to organise and manage their working hours in consultation with
the Manager. Time Off in Lieu arrangements will normally be administered between the staff
member concerned and the Manager.

Record Keeping

Hours worked outside normal office hours must be recorded on a TOIL sheet along with the
purpose of the work and the Manager’s approval (either in person or by phone). Time taken in
lieu must also be recorded on the TOIL sheet. The relevant manager’s approval, which must
be sought prior to taking the time in lieu, must also be noted.

Please refer to Appendix 8 for a copy of the TOIL record sheet.

ANNUAL LEAVE
Annual leave entitlements in SLIS are as follows

Manager 28 days
Finance Officer 26 days
Administration and Booking Officer 23 days
On completion of 5 years service 25 days

Part time / Job Share staff have a pro-rata entittement. Employees joining SLIS after the 1%
January in any year are granted leave pro-rata in their first leave year. Staff seeking leave will
be facilitated insofar as possible; however, the approval of leave is subject to service
requirements.

Annual Leave requests are not normally granted during the first three months of an employee
starting in their role. Any holiday arrangements made before starting employment will be
honoured but will be paid in accordance with the annual leave entittement scale. However, if
these arrangements were not made known during the interview or when accepting the position
offered, the Organisation may not honour them.

An annual leave request form should be completed and signed by the Manager before an
employee makes any firm holiday arrangements.

The time of taking annual leave is subject to the agreement of the manager who will try to
ensure that members of staff have the dates of their choice, always considering the adequate
manning of the organisation, so as not to place undue burden on those working.

Annual leave must be taken during the year of entittement. Normally no more than two weeks
should be taken consecutively. The Manager must approve any special arrangements for
annual leave.

When a public holiday falls on a working day whilst an individual is on annual leave, he / she
may take another day’s leave in lieu before the end of the calendar year.

Similarly, staff leaving their employment, having fulfilled their contractual obligations will be
entitled to payments in lieu of untaken leave days. If, however, an employee has taken more
than the entitlement, a deduction will be made from their final salary.

Unpaid leave of absence will only be granted in exceptional circumstances after the full annual
leave entitlement has been used.

A Sample Annual Leave form can be found in Appendix 3.
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PUBLIC HOLIDAYS
The statutory holidays each year are

New Years Day

17" March
Easter Monday

1% Monday in May

1% Monday in June

1% Monday in August
Last Monday in October
Christmas Day

St. Stephen’s Day

When a public holiday falls on a weekend it is typically carried forward to the following Monday.

SLIS normally closes over the Christmas period (staff will be notified well in advance of the
dates of closure) and on Good Friday. Good Friday is allowed as a day off by SLIS.
Employees are requested to retain sufficient annual leave or TOIL to be taken over the
Christmas period. In the event that an employee has insufficient leave to take, leave from the
following year may be used to cover this period on approval of the manager.

Public holidays & Part time staff:

Part time staff that normally work a day on which a public holiday falls are entitled to that day
off. Those who do not normally work on a day on which a public holiday falls are entitled to pro
rata time off in lieu or pro rata payment. e.g. Employee who works half a week would be
entitled to half day off, or half a day’s pay in lieu of the public holiday.

MATERNITY POLICY
This policy covers all female employees who are pregnant whilst in the employment of SLIS.

In general, an employee who is absent on maternity leave will be treated as if she had not been
absent. At the end of maternity leave, an employee will be entitled to return to her original job
under terms and conditions no less favourable than those which would have applied if she had
not been absent. While on maternity leave employees are still accruing all entitlements.

The organisation encourages all employees to inform their Manager as soon as they know they
are pregnant; enabling the organisation to ensure that the environment is supportive of all
pregnancy requirements during this time.

MATERNITY LEAVE
SLIS complies with the Maternity Protection Acts 1994 & 2004 and EC Council Directive
92/85/EEC.

All female employees, regardless of length of service, are entitled to 26 weeks Maternity Leave.
Staff will be granted full normal pay, minus social welfare maternity benefit during this period.
Maternity benefit can be applied for by completing the DSFA MB10 form which can be
downloaded via the www.citizensinformation.ie website.

Staff must notify the Manager at least 4 weeks before they intend to take maternity leave and
are asked to provide a medical certificate confirming the pregnancy and the expected date of
confinement.

She must begin her Maternity Leave at a minimum of two (2) weeks before the baby is due. An
option of 16 weeks unpaid leave (called Additional Maternity Leave) is available to the
employee in addition to her entitlement of 26 weeks. Additional Maternity Leave is unpaid. The
employee should inform the Manager / Chair at least 4 weeks before the end of the maternity
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leave that she intend to take Additional Maternity Leave and indicate the date she intends to
return to work. Additional Maternity Leave is not reckonable for Superannuation purposes.

Please see Appendix 4 for a copy of the Notification to take Maternity Leave form.

Pregnant employees are entitled to paid time off to receive antenatal or post-natal medical
care. Two weeks notice should be given to the employer where possible. It is also an
entitlement to paid time off to attend one course of ante-natal classes (except for the last 3
classes). Again, advance notification is required.

ADOPTIVE LEAVE

Under the Adoptive Leave Act 1995, adoptive mothers are entitled to avail of Adoptive Leave,
except in the case where a male is the sole adopter. The leave entitlement is for 24 weeks after
the adoption takes place, with the option for a further 16 of additional unpaid weeks if the
employee wishes (from 1% March 2006)

Four weeks’ notice of the intention to take adoptive leave and four weeks notice to return to
work must also be given.

PATERNITY LEAVE

Fathers will be granted 3 days special leave with pay in respect of children born. This leave
may be taken at the time of birth or up to four weeks

after the birth. In the case of adoption this leave may be taken on or up to four weeks after the
date of placement of the child.

Part time staff and Job-sharers will be treated on a pro-rata basis.

PARENTAL LEAVE

The Parental Leave Act, 1998, and as amended by the Parental Leave (Amendment) Act 2006,
entitles an employee (male or female) to a maximum of 18 weeks unpaid leave to take care of
their children (natural or adopted).

Parental leave must be taken before the child is eight years of age. The employee must
normally have one year’s continuous service to be eligible for Parental Leave. However, where
the child is approaching the age of threshold and the staff member has more than three months
but less than one year’s service, he/she is entitled to one week’s Parental Leave for every
month of continuous service completed with SLIS when the leave begins.

Each parent has a separate entitlement to leave. The leave may not be transferred between
the parents — i.e. the mother cannot take the fathers leave and vice versa. Parental Leave
does not affect a mother’s right to Maternity Leave.

Where a staff member qualifies for Parental Leave in respect of more than one child, he / she
may not take more than 18 weeks Parental Leave in any 12-month period, unless SLIS agrees
otherwise. However, this restriction does not apply in the case of children of a multiple birth
(twins, triplets, etc.)

Parental Leave may be taken as a continuous block of 18 weeks, or, by agreement with SLIS it
may be broken up over a period of time. For example, individual days or weeks, or taken in the
form of reduced hours of work. In any event an employee is not entitled to more than 18 weeks
leave per child.

Six weeks advance application must be given to SLIS. The application must include the
following details:

e the date on which the leave is intended to commence
the duration of the leave

the manner in which it is proposed to commence
name of child to whom the leave relates

the staff member’s signature.
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Parental Leave may be postponed for up to six months should it be envisaged that such leave
would have a substantial adverse effect on the work of the SLIS. It may only be postponed
twice and must be for objective reasons such as too many employees on leave at that time or if
the business couldn’t do without the employee for this particular time period. The SLIS reserves
the right to terminate the leave if the leave period is not used for the care of young children.

During absence on Parental Leave, the staff member will be regarded as being in the
employment of SLIS and will retain all employment rights (except the right to remuneration and
superannuation benefits). The absence, therefore will count as reckonable service for the
purposes of annual leave, increments, and seniority etc.

Employees retain their entittement to any public holidays falling during a period of parental
leave. The Act provides that a corresponding number of days in lieu of public holidays can be
added to the end of the period of leave. Annual leave which accrues during an absence on
parental leave may also be added to the end of the period of the leave.

Please see Appendix 6 for a copy of the Parental Leave application form.

BEREAVEMENT / COMPASSIONATE LEAVE

Special leave with pay up to a maximum of 3 days may be allowed (i) on the death of an
immediate relative or the serious and unforeseen illness of a spouse or immediate relative (ii) in
exceptional circumstances, on the death of a more distant relative where, for example, the staff
member has to take charge of funeral arrangements. This period may be extended to five (5)
days on the death of a partner or immediate relative.

JURY SERVICE

In accordance with the Juries Act 1976 a member of staff may be called upon to do jury service
or act as a State Witness and consequently leave with full pay will be provided without loss of
any other employment rights. Please inform the Manager or Chair.

FORCE MAJEURE (Emergency) LEAVE

This is covered under Section 10 of the Parental Leave Act, 1998 and refers to circumstances
in which an employee is entitled to leave with pay from his/her employment for the following
reasons: urgent family reasons owing to the injury or illness of a natural or adoptive child of the
employee; the spouse of the employee, or a person with whom the employee is living as
husband or wife; a person to whom the employee is in loco parentis; a brother or sister of the
employee or a parent or grandparent of the employee where his/her presence is deemed
indispensable.

Force Majeure leave cannot be treated as part of any other leave to which an employee is
entitled.

An employee may not be absent on Force Majeure leave for more than 3 days in any 12
consecutive months, or 5 days in any 36 consecutive months. Absence for part of a day is
counted as one day of Force Majeure leave.

Please see Appendix 7 for a copy of this form.

CARER’S LEAVE

Carer’s Leave is a statutory entitlement to temporary leave of absence in order to provide full
time care and attention to a person who has such a disability that they require full time care and
attention or a person who needs continual supervision in order to avoid being a danger to
themselves. Carer’s Leave is governed by Social Welfare rules.

Employees with more than one year’s continuous service are eligible to apply for Carer’s Leave.

The minimum notice to apply for Carer's Leave is 6 weeks, although this can be waived in
exceptional circumstances or emergencies. The applicant must apply to the Department of
Social and Family Affairs who will assign a Deciding Officer to assess the situation. The
Deciding Officer will make the decision as to whether the person requiring care is entitled to be
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cared for by the applicant for the leave period. His/her written decision must be obtained in

order to proceed with the application for leave.

Carer’s Leave must not be less than 13 weeks or exceed 104 weeks in total. It can be taken in
one block or a number of periods, the duration of which cannot exceed 65 weeks. SLIS may
refuse, on reasonable grounds, a request for leave for less than 13 weeks.

For more details on Carers Leave, contact your Manager.

SICK LEAVE & SICK PAY
In the case of sickness, the following practice should be noted below:

1. On the morning of the first day of absence the staff member must personally inform the
Manager, or in his/her absence, the Administration and Booking Officer, before 10.00am
that they are unable to attend work through illness, except in exceptional circumstances.

2. When an employee returns to work after a 1 or 2 day absence a Self-Certification form
must be completed with the Manager.

Sample Self Certification form can be found in Appendix 5

3. On the third consecutive day of absence a certificate must be obtained from a doctor for
the third and subsequent days of sickness. Normally certificates are acceptable for periods
of one week only. Where the illness or recuperation is of a prolonged nature, fortnightly or
monthly certificates may be accepted subject to agreement. SLIS has an appointed
medical practitioner and may in certain circumstances exercise its discretion to refer a
member of staff for medical examination.

4. The Sick Pay scheme applies to all employees who have mare than six months’ service.

5. The maximum sick pay in respect of the aggregate of certified and uncertified sick leave is
12 weeks in any period of 12 months commencing on the first day of illness.

6. Sick pay is calculated as the normal weekly basic rate of pay less the full amount of Social
Welfare Benefit including Operational Injuries Benefit.

7. Where sick leave extends beyond three (3) days, eligible staff are required to apply for
social welfare benefit. The relevant Social Welfare form is available from their medical
practitioner who completes the first part of the form and the staff member completes the
remainder. The form must be submitted by the staff member, to the Department of Social
& Family Affairs within 7 days of attending the doctor. The staff member will receive full
pay for absences of less than or equal to twelve weeks in any rolling 12 month period. The
staff member must forward this benefit to the SLIS or can nominate that the benefit will be
sent to the SLIS directly.

8. Uncertified sick leave may be granted subject to the following conditions:

a. A maximum of 7 days uncertified leave is permitted in any one calendar year (pro-
rata for part time staff). If the number of days uncertified leave exceeds the
allowance, the excess days will be deducted from the staff member’s annual leave.

b. Not more than 2 days uncertified sick leave can be taken consecutively.

c. Uncertified sick leave may not be immediately preceded or followed by annual
leave, special leave or a rest period

9. In the event that evidence comes to light indicating possible abuse of sick leave
arrangements, the matter will be treated in accordance with disciplinary arrangements.

10. Upon return to work, the employee must report to their Manager or Chair, who will notify
the payroll administrator accordingly.
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MEDICAL APPOINTMENTS

When employees need to attend a medical appointment with a medical professional or dentist
during working hours they should advise their Manager as soon as possible. Where a number
of appointments are required, the schedule of absence due to medical appointments must be
agreed with the Manager / Chair as appropriate. Staff members may be asked to produce an
appointment card.

Staff are asked to arrange medical or dental appointments for either early morning, lunchtime
or late in the afternoon to minimise disruption to the working day and to make as much use of
flexitime or TOIL where possible.

SPECIAL / UNPAID LEAVE

In exceptional cases Boards may authorise Special, unpaid leave of absence to a staff
member. Typically these cases will be in response to a particular domestic situation and will be
for a limited time period only. Staff do not have an entitlement to Special leave and so any
leave granted must be in agreement with the Board or Sub-Committee.

Before leave commences, the staff member will receive in writing the parameters of the leave,
duration, notification of return to work, impact on superannuation and annual leave entitlements
etc.
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Employee Relations

GRIEVANCE PROCEDURE

The aim of this procedure is to safeguard harmonious working relations within SLIS, to
avoid disruption in the provision of services and to provide for the resolution of
grievances in a reasonable and orderly fashion. It is recognised that all grievances or
disputes should be resolved between staff members themselves or between staff
members and management within the ordinary day-to-day operations of SLIS in the first
instance.

Normally issues or concerns can be resolved between the employee and his/her
Manager in the normal course of their day-to-day working relationships. In cases where
these cannot be resolved, the following resolution procedure may be used.

A summary of all grievance meetings will be recorded and copies issued to all in
attendance.

Stage 1

The employee should refer the issue / concern as soon as possible to their immediate
manager. This is to enable the employee to have their grievance heard, investigated
and any action taken if appropriate.

The employee may request that a colleague or person of his / her choice attend the
meeting. The grievance will be heard and responded to within 5 working days, or when
reasonably practicable.

In the event that the Manager is the second party involved, the employee may discuss
the problem with the Chairperson. Where a Manager has a grievance that involves the
Chairperson, an approach can be made to another Board member or the Staff Sub-
Committee (if such is in place).

Stage 2
If the matter is not resolved at Stage 1 the employee may refer their concerns in writing
to the Chair.

The grievance will be heard and responded to within 5 working days, or when
reasonably practicable.

In the event that the Manager is the second party involved, the employee may refer the
problem to the board. Also where the Manager has a grievance that involves the Chair,
the Manager may refer the matter to the board.

Stage 3

If the matter is still unresolved after Stage 2, the employee may then refer the issue to
the Board, whose decision in resolving the issue shall be final. The grievance will be
heard and responded to within 5 working days, or when reasonably practicable.
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Stage 4

If the matter remains unresolved and has not as yet been referred to a mediator the
matter should now be referred to an external mediator.

In the event of the grievance not being resolved even after external mediation, the
employee may refer the matter to the Labour Relations Commission.

DISCIPLINARY PROCEDURE

Purpose and Scope

This procedure is designed to help and encourage all employees to achieve and
maintain standards of conduct, attendance and job performance. It is the Organisation’s
responsibility to ensure that disciplinary practices and procedures are effective, fair, well
understood and consistently applied. Proper procedures are an aid to good
management and should not be viewed primarily as a means of impaosing a disciplinary
penalty or necessarily leading to dismissal. This procedure applies to all employees.

Principles

No disciplinary action will be taken against an employee until the case has been fully
investigated. It is important to note that the investigation precedes any disciplinary
action and therefore is not part of the disciplinary process.

At each stage in the procedure the employee will be advised of the nature of the
complaint against him or her and will be given the opportunity to state his or her case
before any decision is made.

No disciplinary action is then taken against any employee until an appropriate
disciplinary hearing has taken place. Where an investigation under bullying and
harassment and sexual harassment procedures has been completed such procedure
will be deemed to have been an appropriate disciplinary hearing under the Disciplinary
procedures.

An employee will have the right to be accompanied by a colleague, staff representative
or person of their choice at a Disciplinary Hearing.

An employee will have the right of appeal against any disciplinary action. An employee
will have the right of appeal against any disciplinary action. An appeal must be lodged in
writing within 5 days.

The procedure may be implemented at any stage if the employee's alleged misconduct
or performance warrants such action.

Records will be kept of investigations, interviews and hearings.
An employee will be given reasonable notice to attend a Disciplinary Hearing.

Where there are reasonable grounds to suspect an employee has committed an act of
Gross Misconduct, or where it is appropriate to facilitate further investigations, he/she
may be suspended, on basic pay, until the Disciplinary Hearing is heard. This will
normally allow an individual reasonable time to prepare.

The Procedure

Minor shortcomings will be dealt with informally but where the matter is more serious
the following procedure will be used:
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Stage 1 - Verbal Warning

Where an employee’s attendance, work performance or conduct does not meet

acceptable standards the employee will normally be given a verbal warning. The verbal

warning will be given to the employee in writing and will inform him/her that it is the first

stage in the Disciplinary procedure and will detail:

the attendance / conduct / performance which is seen as unacceptable

the improvement in attendance / conduct / performance required

the time frame by which an improvement will be expected

the possible consequences of a failure to realise the improvement specified by

the date specified under the disciplinary procedure

e The right of appeal and the person to whom an appeal can be directed with a
deadline for same of 10 working days.

A record of the verbal warning will be kept on the employee’s personnel file but it will be
disregarded for disciplinary purposes after six months, subject to satisfactory
attendance, work performance or conduct.

Stage 2- First Written Warning
If the offence is a serious one, or there is a failure to improve and the employee’s work
performance, attendance or conduct is still unsatisfactory, a first written warning will be
given to the employee. This will detail:
the attendance / conduct / performance which is seen as unacceptable
the improvement in attendance / conduct / performance required
the time frame by which an improvement will be expected
the possible consequences of a failure to realise the improvement specified by
the date specified under the disciplinary procedure

e The right of appeal and the person to whom an appeal can be directed with a

deadline for same of 10 working days.

It will warn that action under stage 3 will be considered if there is a repetition of the
conduct or if there is no satisfactory improvement. It will advise of the right of appeal as
set out in the Appeals Procedure.

A copy of this first written warning will be kept on the employee's Personnel File, and
will be disregarded for disciplinary purposes after twelve months subject to satisfactory
attendance, work performance or conduct.

Stage 3 - Final written warning

If there is still a failure to improve and the employee’s attendance, work performance or
conduct is still unsatisfactory or if the misconduct is sufficiently serious to warrant only
one written warning but insufficiently serious to justify dismissal (in effect both first and
final written warning), a final written warning will be given to the employee.

This will give details of the complaint and will advise that dismissal will result if there is a
repetition of the conduct or if there is no satisfactory improvement in conduct or
performance. Dismissal may also occur if there is any other form of misconduct on the
part of the employee whilst the warning is still operative. It will advise of the right of
appeal as set out in the Appeals Procedure. A copy of this final written warning will be
kept on the employee’s Personnel File and will be disregarded for disciplinary purposes
after twelve months, (in exceptional cases the period may be longer), subject to
satisfactory attendance, work performance or conduct.

Stage 4 — Dismissal

If attendance, work performance or conduct is still unsatisfactory and the employee still
fails to reach the prescribed standards, dismissal will normally result. Only the Chair, in
consultation with the Board, can take the decision to dismiss. The employee will be
provided, as soon as reasonably practicable, with written reasons for the dismissal, the
date on which employment terminated and the right of appeal as set out in the Appeals
Procedure. Only in exceptional circumstances i.e. gross misconduct, will an employee
be dismissed for a first breach of discipline.
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Gross Misconduct
The following list provides examples of offences that are normally regarded as gross
misconduct. This list is not exhaustive.

e Unauthorised possession or removal of Organisation goods or merchandise from
the premises; or the unauthorised possession or removal of other persons' goods or
merchandise from the premises.

¢ Violence towards another person or property (including gross intimidation) or the
use of insulting language or behaviour generally.

e Damage or serious misuse of Organisation property

e Non-compliance with the Organisations Equal Opportunities Policy or Bullying and
Harassment policies

e Refusal to obey a lawful and reasonable management instruction from any SLIS
Manager, or a serious act of insubordination

e Incapability through alcohol, solvents, drugs or being in possession or under the
influence of intoxicants

e Gross neglect of duties to an extent likely to cause loss to the Organisation of
danger to other employees and members of the public

e Serious breaches or failure to comply with any of the Organisation Policies and
Procedures, including breaches in health and safety procedures

e Serious abuse of the ICT Usage policy.

Appeals

An employee who wishes to appeal against disciplinary action should lodge a letter of
appeal within ten working days, stating precisely the grounds of the appeal. Any
disciplinary action will stand until and unless the outcome of the appeal overturns that
disciplinary action.

The appeal will be heard within a reasonable period of time and should be heard by the
staff sub-group members from within the Board who were not previously involved in the
case, and their decision is final. There will be no further right of appeal. A member of the
SLIS office will usually be in attendance at the Appeals Hearing. The outcome of the
Appeals Hearing will be confirmed in writing.

In the event of dissatisfaction by the employee with the internal appeal decision the
employee, if appropriate, may refer the matter through the appropriate industrial
relations services.

The Appeals procedure does not affect the employee’s rights under the unfair dismissal
legislation.
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DIGNITY AT WORK

Dignity is about a sense of self-importance, about the quality of being worthy of respect and
about celebrating the individual differences and similarities that each person brings to the
workplace.

The organisation is committed to protecting the dignity of all its employees by implementing
and promoting measures to create a safe and respectful work environment, free from
discrimination, harassment, racism and disrespectful behaviour, by dealing professionally and
efficiently with any complaints of such conduct.

This policy is designed to protect employees from all untoward actions by their colleagues,
Board members, contractors, customers, suppliers, visitors to the workplace or any person with
whom they may have contact during the course of their working life.

This policy applies not only during normal working hours on the Organisations premises but
also at all work related social events, activities, business trips or training courses, regardless of
location or whether or not they take place during normal working hours.

BULLYING, HARASSMENT & SEXUAL HARASSMENT POLICIES

Statement of Policy
The policy of SLIS is to provide a workplace for staff that is free from bullying, harassment and
sexual harassment from co-workers, clients, customers and other business contacts.

It is the policy of the Board to have in place agreed definitions of bullying, harassment and
sexual harassment that are clearly stated and available to all personnel of the service.

Further to this, the policy is to have in place procedures, both informal and formal that will apply
when incidences of any of these unacceptable behaviours are alleged.

The scope of this policy extends beyond the workplace to work-related social events, e.g.
conferences and training events that occur outside the workplace.

For the purposes of this policy, bullying, harassment and sexual harassment are defined.

Definitions

The Health and Safety Authority (HSA) defines bullying as:

“Repeated, inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise,
conducted by one or more persons against another or others, at the place of work and/or in the
course of employment, which could reasonably be regarded as undermining the individual’'s
right to dignity at work.

An isolated incident of the behaviour in this definition may be an affront to dignity but as a
once-off incident is not considered to be bullying.”

A person may be subject to bullying by a manager, colleague or employee under his/her

supervision. Bullying / Harassment can be perpetrated against an individual or group of

employees and can take many forms, both obvious and more subtle or insidious. Examples

include

Open aggression, threats, shouting, abuse, and use of obscenities

Humiliating and ridiculing a person in front of others

Setting impossible deadlines

Persistently finding fault with a person’s work and using this as an excuse to

humiliate the person rather than trying to improve their performance

Withholding information necessary for the completion of tasks

e Excessive supervision and over-checking a person’s work

o Constantly taking the credit for another person’s work but never the blame if
things go wrong.
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This list gives an indication what is meant by Bullying and Harassment. It is neither
exhaustive nor prescriptive.

Bullying or Harassment is not:

o legitimate management responses to pressurised situations that require
immediate action or which arise from staff shortages, increased workload
etc.

o Constructive and fair criticism of an employee’s work or performance.

Harassment

The Equality Act, 2004* expressly prohibits harassment and provides the following definition:
“...any form of unwanted conduct related to any of the discriminatory grounds*...
being conduct 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. Such unwanted conduct may consist of acts, requests, spoken
words, gestures or the production, display or circulation of written words,
pictures, or other material.”

*The nine distinct grounds on which discrimination is outlawed under the Employment Equality
Acts, 1998-2004 are:

=  Gender

= Marital status

= Family status

= Sexual orientation

= Religious belief

= Age
= Disability
= Race

= Membership of the traveller community.

Harassment can include the following:
= Jokes, comments, ridicule or songs
= Text messages, emails, notices
= Jostling, shoving or any other form of physical assault
= Visual displays such as posters or badges
= |solation or exclusion from workplace social activities.

This list is neither exhaustive nor prescriptive.

Sexual Harassment

For the purposes of this policy, sexual harassment® is defined as
“... any form of unwanted verbal, non-verbal or physical conduct of a sexual
nature, being conduct 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.  Such unwanted conduct may consist of acts,
requests, spoken words, gestures or the production, display or circulation of
written words, pictures or other material.”

Examples of Sexual Harassment include:
e Sexually suggestive jokes or comments
o Lewd comments about one’s private life or physical appearance
o Display of offensive materials
e Groping or any unnecessary touching.

! Equality Act, 2004, s.8, 7(a) and 7(b).

2 |bid.
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It is up to each individual to decide what behaviour is unacceptable, irrespective of the attitudes
of others.

Dealing with Bullying, Harassment or Sexual Harassment

Informal Procedure

This informal procedure is based on the recognition that often, persons engaged in
bullying, harassment or sexual harassment may stop when they realise their victim is no
longer prepared to tolerate the situation. Other persons may respond to an allegation of
bullying by trivialising the complaint in order to make it appear that the victim is
overreacting. The bully may joke about the behaviour complained of and insist other
people don'’t find such behaviour offensive.

In such cases it should be pointed out that nobody is obliged to tolerate behaviour
simply because other people do not find the behaviour objectionable and that one does
have the option of making a formal complaint.

Any staff member who feels they are being bullied, harassed or sexually harassed
should keep detailed notes of each incident, including dates, times and their feelings at
the time, as they will need to refer to specific incidents in the context of these
procedures. The staff member should then consult with their Manager, Board member,
Trade Union representative or work colleague if at all possible.

A person to whom a complaint of bullying / harassment / sexual harassment is made
should listen patiently, be supportive and discuss various options open to the employee
concerned. After discussing the problem, the complainant may feel sufficiently confident
to approach the alleged bully/ harasser directly and point out the specific aspects of this
person’s behaviour that are considered to be unacceptable and to ask that such
behaviour is stopped.

(It may be helpful for a complainant to rehearse what they intend to say so that they will
feel more confident about initiating the discussion. They may request the person in
whom they have confided to speak to the alleged bully / harasser on their behalf if they
feel this could be effective, solely to indicate the alleged behaviour which the
complainant considers unacceptable and to ask that the alleged bully/harasser to stop.)

Mediated Procedure

Where a mediated procedure is availed of there will be a signed agreement by both
parties in advance of the mediation to the effect that all matters save an agreed
outcome / solution shall be confidential to the procedure. Should the procedure fail to
lead to an agreed outcome / solution there will be no blame attached to either party for
the failure. The determination in such a case shall be that the situation was not
amenable to a mediated outcome. Where an agreed solution is arrived at, the
agreement will be put in writing by the mediator and signed off by both parties. Should
either or both parties refuse to sign the agreement, the situation will be found to not
have been amenable to mediation. In cases where it was found to not have been
amenable to mediation, the formal procedure will be invoked.

Formal Procedure
The rules of natural justice will underpin any formal investigative procedure, that is:
e Audi alterem partem — the right to be heard
o Details of the complaint or allegations will be outlined
o Details of supporting information or documentation will be outlined
o All parties will have the right to respond to the decision maker in their
own defence prior to a decision being made

¢ Nemo judex in causa sua — a person should not be a judge in their own cause —
the rule against bias
o The decision maker will have an open mind with no pre-judgement
o Nothing will prejudice the view of the decision maker
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o The decision maker will not have a personal interest in the decision they
are making — they will be impartial.

If, after the informal and / or mediated stage, the bullying, harassment or sexual
harassment persists or if it is not appropriate to resolve the problem informally or
through mediation due to the severity of the bullying or harassment, the following
procedure must be invoked within 6 months of the alleged incidences.

The Complaint

The complaint should be clearly set down in writing, giving details of actual
incidents rather than attacking the character of the person against whom the
complaint is being made.

The written complaint should be submitted to the Manager or a nominated
Board Member. Both the complainant and the alleged perpetrator will then be
formally advised of the steps involved in the Formal Procedure.

The alleged perpetrator will be notified in writing that an allegation has been
made against them. They will be given a copy of the statement of complaint and
advised that they will be given a fair opportunity to respond to the allegations.
Arrangements will be made to carry out an investigation as soon as possible.
For the duration of the investigation the Board may, if appropriate, adjust the
working arrangements of the parties involved. Such adjustment will carry no
inference as to the eventual outcome of the procedure.

The Investigation

Resolution

The investigative team will be appointed by the Chair of the board (or by a
committee of the Board where an allegation involves the Chair) and will
comprise the Manager / Board member as appropriate plus one other person.
Where an external facilitator is engaged by the Chair of the board (or by a
committee of the Board where an allegation involves the Chair) to carry out the
investigation, it shall be the function of the external facilitator to appoint the
investigative team. It shall be a requirement that all investigations are carried
out in line with this policy irrespective of the composition of the investigative
team.

The investigative team will conduct separate interviews with the complainant
and the alleged perpetrator to establish the facts surrounding the allegations.
Both the complainant and alleged perpetrator may be accompanied by a Trade
Union representative or work colleague if they so choose.

The investigative team will interview any witnesses to the alleged incidents and
other relevant persons. Confidentiality will be maintained as far as possible.
Witnesses will respect the privacy of the parties involved by refraining from
discussing the allegations with colleagues or persons within or outside of the
organisation.

The investigation will be completed as soon as possible, but not later than four
weeks after the receipt of the written complaint, unless there are exceptional
circumstances, e.g. absence of a key witness on annual leave. Where a delay is
anticipated, both parties to the dispute will be notified and an indicative date for
completion of the investigation provided where possible.

If the investigative team finds, on the basis of the information collected, that the
complaint is well founded and the alleged bully or harasser has a case to
answer, the matter will be progressed further through the SLIS Disciplinary
Procedure.

Appropriate non-disciplinary actions may be recommended (e.g. counselling).
Disciplinary action may include suspension without pay or dismissal.

Both parties will be advised of the outcome of the investigation and or resulting
disciplinary procedure.

Either party can appeal the decision through the normal grievance procedure.
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Monitoring

Both parties will be notified that the decision is being appealed. In no
circumstances will any party involved in the investigative procedure outlined
above be involved in the appeals procedure.

Both parties will be advised of the outcome of the appeal and or any resulting
disciplinary procedure.

The situation will be closely monitored to ensure the bullying or harassment
(where it is found to have happened) has stopped.

It will be considered a disciplinary offence to victimise or retaliate against a
colleague for bringing a complaint of bullying, harassment or sexual
harassment.

Likewise, after an investigation where a complaint has not been upheld,
management, and parties concerned, will seek to take all reasonable steps to
resolve any matters raised in the course of the investigation. Management will
also take reasonable steps to restore the reputation of the person against whom
the complaint was made and ensure their career does not suffer as a result of
the complaint.

A person who is deemed to have made a malicious or vexatious complaint will
be subject to disciplinary action through the SLIS Disciplinary Procedure

A written record will be kept of all hearings, correspondence and interviews
which take place during the course of the investigation, appeal and any other
follow up actions.
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Chapter

Health & Safety

HEALTH & SAFETY

Purpose and Scope
It is the policy of the organisation to ensure, in so far as is reasonably practicable, that the
health, safety and welfare at work of all employees is protected.

It is also an organisational policy to ensure, in so far as is reasonably practicable, that business
is conducted in such a manner that members of the public are not exposed to risks to their
health or safety.

The health and safety of employees is of paramount importance. The organisation aims to
provide and maintain safe and healthy working conditions, equipment and systems of work for
all its employees and to provide such information, instruction and training as is needed for this
purpose.

Appropriate preventative and protective measures are and will continue to be implemented
following the identification of work-related hazards and the assessment of the risks related to
them.

The organisation recognises the importance of employee communications on matters of health
and safety and the value of individual consultation prior to allocating specific health and safety
functions.

The allocation of duties for safety matters, the identity of competent persons appointed with
particular responsibilities and the arrangements made to implement this policy are set out in the
safety policy statement and associated health and safety documents and records.

The policy will be kept up-to-date to reflect changes in the nature or size of the business. To
ensure this, the policy and its effectiveness will be reviewed periodically.

For further information regarding health & safety please see the SLIS Safety Statement.

EMPLOYER’S RESPONSIBILITY

Promoting safety awareness and responsibility for personal safety and the safety of others is
the first step towards preventing accidents and reducing ill health in the workplace. Safe and
healthy working conditions must be provided along with established safe practices at all times
by all employees. Employers must be committed so far as is reasonably practicable, to ensure
the safety, welfare and health of their staff. This general duty includes:

e To provide a safe workplace through its design and maintenance, including all exits and
entrances and also all machinery used within the workplace

e To provide training, instruction, supervision and information as required, ensuring safety in
the workplace

e To eliminate or control hazards (see below)
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e To devise and communicate action plans to be used in the case of emergency
e To provide and adequately maintain facilities for the welfare of staff members
e To provide services of a competent person with responsibility for health and safety matters.

EMPLOYEE’S RESPONSIBILITY

Staff members have also a duty of care to be aware and protect their own health and safety as
well as that of others. This duty includes:

o Co-operating with Manager / Safety Representative to facilitate compliance with health and
safety requirements, taking specific care to become familiar with the Safety Statement and
following instructions therein.

e Promptly informing Manager / Safety Representative of any article, substance or system of
work which would cause danger to the health and safety of anyone in the workplace. This
includes colleagues, clients, suppliers or any member of the public who may visit our
offices.

e Ensuring that no member of staff shall intentionally or recklessly interfere with or misuse an
appliance or any equipment provided for securing the safety, health or welfare of persons in
the workplace.

Where staff have a concern in relation to a health and safety matter they should bring it to the attention of
the Manager and / or Safety Representative as soon as possible.

WORK RELATED ACCIDENTS AND INCIDENTS

The organisation is obliged by law to keep a record showing details of all accidents. Therefore
all accidents, however minor, to both employees and visitors, must be reported immediately.

If a visitor is involved, liability must not in any way be admitted on behalf of any employee or
the organisation. Safety regulations must always be observed and all employees must take
great care that neither they, their colleagues, nor members of the public are exposed to
accidents or danger.

FIRE AND EMERGENCY

It is vital that all employees are acquainted with the evacuation procedures in the event of a fire
or any other emergency situation. All employees must familiarise themselves with the location
of the emergency exits, assembly points and the First Aid Kit.

Fire Aid emergency procedures are located on the notice boards. For further information
regarding health & safety please see the SLIS Safety Statement.

SMOKING
In order to comply with current legislation the Organisation operates a no-smoking policy
throughout the workplace.

HAZARD REPORTING

A hazard is anything at work which might cause harm e.g., electricity, hot surfaces, lifting heavy
loads etc. The Safety Statement details hazards and the risks identified. Staff must read the
Statement and be aware of the potential hazards and risks involved and report specific hazards
to the Manager and/or Safety Representative.

Fire is the greatest hazard to which the SLIS facilities and its occupants are exposed. In line
with current legislation smoking is prohibited on the premises.

EYE TESTS

Employees who habitually use VDUs as a significant part of normal work have a right to opt for
an eyesight test, the cost of which will be met or reimbursed by the organisation, except where
a social welfare entitlement applies in respect of the test. The test may be carried out by a
doctor or optometrist.
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Where eye tests carried out by a doctor or optometrist reveal that particular lenses for VDU
work, the basic costs of providing the glasses (the special corrective appliances) or of new
lenses, where the employee already wears glasses, is borne by the organisation, taking
account of any social welfare entitlement that might apply. Staff must provide a letter from their
optometrist stating the lenses or glasses are particularly required for VDU work.

Where an employee already wears glasses to correct a visual defect (normal corrective
appliances), and routine change of lenses arises, if these glasses are adequate also for VDU
work, SLIS is not liable as regards meeting the cost.

The cost of dealing with more general eye problems which are revealed as a result of the tests
and which are not directly related to working with a VDU is a matter for the employee as part of
his or her general health care.

MANUAL HANDLING

Itis SLIS’s policy to minimise the need for manual handling of loads. Poor handling of loads
can cause accidents or injuries in the workplace and so therefore should be avoided as far as
is reasonably practicable. Please refer to the Safety Statement for further instruction.

MEDICAL EMERGENCIES
In the event that a member of staff or visitor is taken ill or injured, the following procedures
must be complied with by the person coming upon the situation:

In the case of an accident

e neutralise, in so far as is possible without placing their own personal safety at risk, the
cause of the danger (e.g. switch off electricity at the fuse board or open windows to let
out noxious fumes)

e Call for help from other persons

o Apply first aid if any first aid experienced persons are available

e Call Ambulance / Fire Service for urgent situations, or arrange for taxi or other transport
means to bring patient to a nearby doctor where appropriate.

All medical or accident situations should be notified to the Manager / Chair.

REMEMBER: NEVER PUT YOURSELF AT RISK
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Security & Protection

USE OF ORGANISATION PROPERTY/EQUIPMENT

All organisation property / equipment supplied or available for use remain the property of the
organisation. Such supplies / equipment are not for an individual’s personal use and therefore
should only be used for SLIS business. Failure to comply with this request may be dealt with
under the Disciplinary procedure. In addition, any documents or presentations written while
employed by SLIS remain the property of the organisation.

CONFIDENTIAL INFORMATION

In the course of service staff may have access to confidential, commercial or financial
information about the organisation and its customers. The written permission of the Manager
must be obtained before such information is used or discussed. Permission is also required
from the Manager or the Chair before confidential correspondence or documents may be
removed from the organisation’s premises. It is also a condition of employment that on leaving
the organisation, such information may not be discussed with any other party.

As our organisation deals with very sensitive information regarding its clients it is of the utmost
importance that this information is only conveyed to authorised persons within the organisation.

It essential that no information is disclosed through any means such as the press, publications,
radio, TV, lectures, which may have a bearing on the organisation’s or customers’ interests,
without the express approval in writing of the Manager or the Chair of the Board.

SECURITY
Each office will have its own security procedures that are individual to that location. Staff are
asked to familiarise themselves with their local arrangements in regard to the following:

Door locks (control and remote)

Lock-up procedures

Surveillance cameras

Intruder alarms

Fire alarms

Emergency / Fire procedures and Exits

Fire extinguishers (location and how to use)

- Key holders

e Contact details of person to contact in the event of an emergency.

Where possible staff should not work alone but in the event that this is unavoidable, staff
should have contact details of another colleague or person who they can contact in the event of
an emergency. The Safety Statement details procedures around this area and all staff should
be familiar with them.
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PERSONAL PROPERTY

All employees are required to take every care of their personal property and it is in their own
interest not to leave anything, including cash, lying around. The organisation takes no
responsibility for loss or damage of money or personal property.

LOST PROPERTY

If any money, clothing or other property is found it must reported to the Manager immediately.
Details will be recorded of the date, time and location where the item was found, with a
description of the property. The property will be kept in a safe place and where appropriate the
local Garda station will be informed.

DATA PROCTECTION

The Data Protection Act (1988 - 2003) protects information held by organisations about
individuals and enforces a set of standards for the processing of such information. It lays down
that all data shall only be for specific purposes and not used or disclosed in any way
incompatible with these purposes.

The Act applies to all organisations and individuals who control the contents and use of
personal data.

Information stored on or produced by a computer may not be passed on in any unauthorised
way. This means, amongst other things, computer print-outs must be treated carefully and
employees must not discuss personal data with anyone other than those directly involved with
their duties.

Staff who are found to have permitted unauthorised disclosure of information will be subject to
disciplinary action including dismissal and prosecution under the criminal law.

Please ask the Manager if there is any doubt as to which disclosures are authorised.

Data regarding employees is collected and filed by the Manager and is kept safely and
securely. Anybody wishing to discuss details of personal data on file please speak to the
Manager.

ORGANISATION RECORDS

During employment, employees will be charged with keeping paper records on some of their
dealings on behalf of the organization. These records should not be removed from the office
without the consent of the Manager. During working hours they should be available for
inspection and use by authorized personnel. On leaving the premises at the end of the working
day it is the responsibility of every staff member to ensure that their records and files are neatly
and safely stored until the next day.

INFORMATION COMMUNICATIONS TECHNOLOGY (ICT) POLICY

Information and communications technologies are playing an increasingly important role in the
delivery of service by Sign Language Interpreting Service. In order to maintain the integrity and
cost-effectiveness of service delivery to the public, it is important that new technologies are
used correctly and in a manner that is consistent with the aims of the organisation.

General Guidelines

The use of PCs, e-mail and the Internet is becoming increasingly important in the delivery of
services to our customers. Access to information and resources is greatly facilitated by these
new technologies. The purpose of the Policy is to ensure that all ICT equipment is used for the
purpose for which it is intended, that users of ICT equipment understand its limitations, and that
users and SLIS are not exposed to any loss of reputation or legal liabilities as a result of
misuse.
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Applicability
This policy applies to all staff, volunteers and other users of ICT equipment and services within
SLIS.

This document is not intended to be definitive. There are some specific items that recommend
certain practices, or advise against others. More importantly, this document should raise
awareness of the potential loss, damage, offence, and injury that may occur through the
inconsiderate use of any technology, and the implications for both SLIS and the individual
should this happen. SLIS specifically reserves the right to revise this Policy as required.

PC Usage Guidelines

e All users are provided with personal user IDs and passwords. These are not to be
shared with others.

e To protect the network from unauthorised access, do not leave PCs logged in to the
network overnight. It is advisable to log out, or lock the PC using a password
protected screensaver if the machine will be left unattended for 30 minutes or more.

e Machines which are in publicly accessible areas must never be left unattended
without either logging off, or using a password protected screensaver.

Additional Guidelines for users of Laptops and other mobile devices

The preceding section applies equally to users of Laptops; however the portability of
laptops increases the risks of assets and/or information falling into the wrong hands.
Additional measures should be taken to protect laptops:

o Login passwords must be set up on laptops. These should be a minimum of 6
characters long, and should ideally contain a mixture of letters and numbers. Do not
use passwords that might be easily guessed. (For example ‘password’, your name,
etc.) A boot-up password can provide additional security.

o Do not store unencrypted, confidential information on the hard-drive of laptops.

INTERNET GUIDELINES

The primary purpose of Internet access is for business use; however, incidental personal use is
allowable provided that:

e |tis not excessive.

e [t does not prevent work from being fulfilled and carried out effectively and efficiently.
e It does not prevent others from fulfilling their work.

e [t does not involve or constitute an illegal activity.

e Access to all kinds of pornographic materials and activities is strictly prohibited and will
result in disciplinary action.

e Access to unethical, subversive and harmful materials is not permitted.

e Unethical activities and those of questionable legality that might harm the reputation of
employees or SLIS should be avoided.

e Staff members must not make confidential or proprietary information available on the
Internet except through approved channels.

e Downloading, using or distributing copyrighted materials without proper authorisation and
payment of applicable fees to the owners of the intellectual property rights is prohibited. This
includes copyright documents, music files, software etc.
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e Software should not be downloaded from the Internet without the prior approval of the
Citizens Information Board ICT Team.

e Staff members are prohibited from setting up personal Web pages or otherwise making
information available on the Internet using resources provided by the organisation.

e Access to the Internet should be via network routers and firewall only. The use of modems
to connect to the Internet is only permitted where approved in advance by the Citizens
Information Board ICT Manager.

e If you inadvertently access (via unsolicited e-mail, Internet popups, search etc.) material
which you suspect to be illegal (e.g. Child Pornography), this should be reported to the
Internet Service Providers Association of Ireland at http://www.hotline.ie. You should also
notify the Manager and the Citizens Information Board ICT Team. Do not forward on the
material received.

E-MAIL GUIDELINES

The provision and use of e-mail is subject to the following:

e The creation and exchange of files and/or messages that are illegal, offensive, harassing,
defamatory, obscene or threatening is not permitted. If you receive an illegal or offensive e-
mail, you should not forward it on, even in the process of reporting; as such action may itself
constitute an illegal act.

e Should any employee receive an e-mail of an obscene, lewd, abusive or otherwise offensive
nature, please advise the Citizens Information Board ICT Team immediately so that
appropriate action may be taken.

e Electronic communications can have legal status. Beware of entering contractual
commitments by e-mail as they can create binding contracts in the same way as letters or
faxes. Do not write in an e-mail what you would not write in a letter.

e Do not download copy or transmit to third parties, the works of others without their
permission as this may infringe copyright and/or trade mark rights. Breach of copyright can
be a criminal offence as well as creating civil liability.

e Confidentiality of e-mails cannot be assured. The Internet environment is not secure, and
once e-mails have been sent to Internet recipients there is no control over their eventual
destination. Discretion must be used when sending mail and file attachments.

e Always double-check the recipients of e-mails prior to sending.

e Be aware of the risks of virus infection when receiving mails and files from external sources.
In particular e-mails containing attachments or other active content such as scripts can
contain viruses. If you receive any e-mail whose contents you regard as suspicious please
contact the Citizens Information Board ICT Team.

e Access to hotmail, or other web-based e-mail accounts should be avoided using SLIS
facilities, as these do not include virus-scanning as standard, and can lead to the
introduction of PC viruses.

e Avoid using mail as a substitute for verbal communications, which are more appropriate in
many circumstances. E-mail should be compared to sending an unregistered letter — there is
no guarantee of delivery or timing of delivery. Do not assume that because an e-mail has
been sent it has been received and/or read by the recipient.

The SLIS Staff Handbook 35 November 2014





e Do not send large attachments (particularly ones containing video or graphics) to multiple
users. Contact the ICT Team in the Citizens Information Board before sending a large file or
files to multiple users.

e Do not create e-mail congestion by sending trivial messages or unnecessarily copying mails
to others, or by using “reply to all”.

e Do not forward ‘chain-mail’ type e-mails — aside from the inconvenience to others they can
cause a significant drain on computing resources.

CONFIDENTIALITY

The confidentiality of e-mails and Internet access can not be assured. SLIS and the Citizens
Information Board reserve and will exercise the right to review, audit, intercept, block, access
and disclose all messages created, received or sent over the e-mail system for any purpose as
well as Internet accesses in order to ensure compliance with legislation, and maintain the
effective operation of systems. To this end:

e All email messages entering or leaving the Organisation will be automatically scanned for
viruses, attachments, content, etc.

e All access to the Internet is automatically logged (this has yet to come into effect).

If there is a legitimate concern that the e-mail system or Internet access is subject to abuse, a
full investigation will be carried out and disciplinary actions may be taken. The Citizens
Information Board and SLIS are obliged to report any illegal activities to the relevant authorities.

Individuals in breach of this policy will be subject to disciplinary and/or criminal procedures.
Contact Details for Citizens Information Board ICT Team:
All queries related to IT Support must be logged through the proper channels. Queries may be

logged via the ICT support helpdesk telephone number or via the ICT email address. All
queries logged will receive a unigue query ID which will be used throughout the lifecycle of the

query.
ICT may be contacted as follows:

Telephone: 01 6059096
Email: itsupport@ciboard.ie

The SLIS Staff Handbook 36 November 2014





END NOTE

The purpose of this Staff Handbook is to provide staff with further details on their terms and
conditions of employment, clarification on SLIS procedures and practices and practical
guidelines on how to access staff entitlements. It has been designed to comply with current
legislation and best practice. The recommendations of the Review of Salaries & other
conditions, carried out by Sean McHugh in October 2003 have also been incorporated.

By their very nature, terms and conditions, policies, benefits and procedures are constantly
under review as they are affected by legislation, Government and Departmental policies,
economic conditions and other external forces. Any policies, rules and procedures referred to in
this Handbook are those in force at the time of publication and will be updated as required.

If you have any queries or comments on the contents of this Handbook, please refer them to
your Manager.
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Acknowledgement
| have received this book outlining the policies and procedures of Sign Language Interpreting
Service. | understand that this is not an exhaustive list and that SLIS reserves the right to amend,

alter or remove part or whole of any section of these polices to suit the need of the organisation,
providing | am given written notice within one month after such changes are implemented.

This is to confirm that | have read the Staff Handbook and | understand its contents.

Signed Date
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APPENDIX 1

Personnel Forms
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APPENDIX 1:

TRAVEL

EXPENSES FORM

@Enguage : :
_ > . Mileage/ Travel Expenses Claim form
~~_ Interpreting Service
Name: NAME
Month: FROM to TO 2011 |Sheet: 1 of ?
Car make: CAR MAKE Car cc: CC OF CAR
I certify that:
a. Allowances claimed are in strict accordance with the relevant regulations
b. Particulars furnished herein are in all aspects true
¢. No claim in respect of the same period has been, or will be, made elsewhere
Signed:
Date Details of journey Kilometres|

From

To

Reason for journey

Checked & approved by Total miles 0
Rate per mile € 0.40
Total claim € 0.00
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S/ignl’anguage

. Interpreting Service

APPENDIX 2:
STAFF EXPENSES FORM

Expenses Claim Form

Name: NAME
Month: MONTH YEAR Sheet: 1 of 1
I certify that:
a. Allowances claimed are in strict accordance with the relevant regulations
b. Particulars furnished herein are in all aspects true
c. No claim in respect of the same period has been, or will be, made elsewhere
| Signed:
No Date Details of Expense Claimed
Travel Meeting Staff Office
Description costs costs Support | Supplies | Sundries
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
Sub-totals € 0.00 0.00 0.00 0.00 0.00
Checked & approved by
Total
expenses € 0.00
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APPENDIX 3:
ANNUAL LEAVE REQUEST FORM

Hainault House

The Square
/S"—- Tallaght

ign Language Dublin 24
~~_ Interpreting Service B e anraer

Mob: 087 980 6996
Email: bookings@slis.ie

Web Page: www.slis.ie

ANNUAL LEAVE REQUEST FORM

Name: STAFF MEMBER NAME

Job Title : TITLE

First Choice: from e, 10w e (inclusive)
Second Choice:  from .....ccovevveeeeeeeeeeecrennenee. {0 TR URUROR (inclusive)
Third Choice:  from ....cceveevevveeeececereeens o ORI (inclusive)

Total Amount of Days Applied for:

Amount of Holidays Previously Taken:

Balance - Holidays yet to be taken:

APProved BY: ..eeeeceececeeeeee et e [DF: | <L
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APPENDIX 4:
NOTIFICATION OF INTENTION TO TAKE MATERNITY LEAVE

1. Please ensure that you have read the Guidelines for staff taking Maternity Leave before
completing this form.

2. Please note that any Public holidays which fall during the period of Maternity Leave, both
paid and unpaid, will be added on to the end of the period.

This form should be completed and returned to the Manager/Chair.

Under the Maternity Leave Act, | hereby notify the organisation of my intention to take Maternity Leave and
attach a medical certificate, as requested.

Name: PPS No:

Location Tel No:

If part-time or job sharing please state pattern of working week:

My Maternity Leave will commence on: / /

My expected date of confinement is: / /

My Maternity Leave is due to end on / /

Additional Unpaid Maternity Leave commences / / ends on / /
on

Plus days due in lieu of Public Holidays occurring during the period of Maternity Leave
Proposed date of return to work: / /

OTHER NOTIFICATION
REQUIREMENTS
» If | intend to take an additional unpaid leave (Additional Maternity Leave), | understand that | must
notify the Manager/Chair, in writing at least four weeks before the end of my Maternity Leave.
» | understand that no later than four weeks before the end of my Maternity Leave, that is, no later

than / / , | must notify the Manager/Chair, in writing, of my intention to return to

work.
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| confirm that | have read the organization’s Guidelines for staff taking Maternity Leave, and |
undertake to fulfil my obligations under the Maternity Protection Act, 1994, as outlined in the

guidelines.

Signed: Date: / /
Employee

Approved: Date: / /
Manager/Chair
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APPENDIX 5:
SICKNESS SELF-CERTIFICATION ABSENCE FORM

This form should be completed upon return to work following any period of sickness.

If an employee is returning to work after a period of sickness of more than 2 working days a
medical certificate or certificates should already have been provided to cover the period of
absence in excess of these first days.

NAME:

Dates of sickness (Including non-working days)

FROM TO
am/pm am/pm
day day
date date

Dates of absence

FROM TO
am/pm am/pm
day day
date date

Details of sickness or injury

Was a Doctor consulted? YES/NO. If YES please give details of: Doctor's name,
address, date of visit, treatment received and any current treatment. If NO please state
why not.
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APPENDIX 6:
PARENTAL LEAVE APPLICATION FORM

Parental Leave is granted solely for the purpose of taking care of the child named below.
Each parent, who has completed 12 month’s continuous service with the Organisation, is
entitled to take a total of 18 working weeks unpaid leave for each eligible child and the
leave must be taken before the child is eight years old.

. Application for Parental Leave should be approved by your Manager/Chair, not later than 6
weeks before the proposed commencement date, in accordance with section 8 (1) of the
Act.

Please note that any Public holidays which fall during the period of Parental Leave, will be

added on to the end of the period.

UNDER THE PARENTAL LEAVE ACT 1998, | HEREBY GIVE
NOTICE OF MY INTENTION TO TAKE PARENTAL LEAVE FOR
THE PURPOSE OF TAKING CARE OF MY CHILD. A COPY OF
MY CHILD’S BIRTH CERTIFICATE [/ ADOPTION ORDER IS
ATTACHED.

Name: PPS No

Location Tel. No:

Name of Child: Date of Birth: / /
Commencement Date of / /

Employment:

Periods of Parental Leave already taken in respect of this child/another
child:

(with SLIS)

(with another
employer)

Pattern of
Leave:

(Please note that pattern of Leave must be discussed and agreed in advance with your
Manager/Chair and must be in accordance with the policy of the Organisation)

Proposed Date of Commencement of Parental Leave: / /

Proposed Duration of Parental Leave:

Proposed Manner in which it is to be taken:

(please provide a brief description)

Cessation Date of Parental Leave: / /
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| declare that the information given above is accurate and
complete.

Signed: Date:
Staff member

Approved: Date:
Manager

Approved: Date:
Chair

Please note that this leave may be terminated if it is not used for this purpose. Any
employee abusing this leave may be subject to serious disciplinary action up to and

including dismissal.
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APPENDIX 7:
APPLICATION FOR EMERGENCY FAMILY LEAVE (FORCE MAJEURE)

This form should be completed and returned to the Manager / Chair.

Name of Employee:

PPS No:

Location:

Name and Address of Injured/lll Member of the
Employee's Immediate Family during Emergency Family
Leave:

Nature and details of Injury/lliness of Immediate Family
Member of Employee concerned:

Date(s) of Emergency Family Leave:

Medical Certificate Attached:

| confirm that | have taken Emergency Family Leave on the above-mentioned date(s) because of urgent
family reasons as a result of the injury / illness of the member of my immediate family stated above and
per details stated given as a result of which my immediate presence at that member of my immediate
family's address was indispensable.

DECLARATION

| declare that the information given by me above is true, accurate and complete in all respects and |
both understand and accept that if that is not the case, whether knowingly on my part or otherwise,
then, following due investigation by my employer, | may be denied Emergency Family Leave and/or
liable to appropriate disciplinary action.

Date:

Signature of Employee:

Signature of Manager/Chair:
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Month:

Name

June

APPENDIX8: TIME-OFFHNHLIEUFORM

2011

Hours worked

Hours taken

Post:

Signed:

Date

Time from

Time to

Total
TOIL
worked

Time from| Time to

Total
TOIL
taken

Balance
remaining

Rationale

Authorised &
Agreed by

31-May-11

Balance carried forward

01-Jun-11

02-Jun-11

03-Jun-11

06-Jun-11

bank

holiday

07-Jun-11

08-Jun-11

09-Jun-11

10-Jun-11

13-Jun-11

14-Jun-11

15-Jun-11

16-Jun-11

17-Jun-11

20-Jun-11

21-Jun-11

22-Jun-11

23-Jun-11

24-Jun-11

27-Jun-11

28-Jun-11

29-Jun-11

30-Jun-11
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The handbook foRms part of the contrAct of employment


Employees Policy & Procedures Guide


Starting with a new organisation is always a challenge. We hope this handbook will help all new members of staff to settle into their new roles and also provide information on Sign Language Interpreting Service polices and procedures to existing staff. 


This is a guide to working within SLIS. Its aim is to advise each employee of their terms and conditions of employment and the Organisation's policies and procedures. Along with the statement of Terms and Conditions, it forms part of your Contract of Employment. Some of the language used is quite formal as it has been necessary for us to state some 'rules and regulations' in quite an official way.


Each employee should familiarise themselves with the contents of this handbook so that they can understand how it applies to them. A copy of this handbook is always available to read and may be found in the office or electronically. Please keep it safe and refer to it for guidance.


Further sources of information on policies, procedures and terms and conditions of employment can be found on notice boards and in letters, which will be issued to all employees at the time of any change. 


Should an employee have any queries they should contact their Manager.  The Manager may refer queries to the Chair. 


We hope each employee enjoys working with SLIS for many years to come and we look forward to a rewarding partnership for both.


_____________________

Chair 
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General Personnel Policies

RECRUITMENT POLICY


SLIS aims to provide efficient quality services to all its clients and believes that the achievement of this aim is dependent on its staff. 


Accordingly, our Organisation is committed to recruiting the right people into the right job at the right time in a fair, consistent and cost effective manner. In furtherance of this, it undertakes to ensure all appointments and promotions are made on the basis of clear and justifiable job related criteria.  In accordance with its equal opportunity policy the Organisation aims to recruit the best person for the job irrespective of gender, marital status, family status, sexual orientation, religion, age, disability, race and membership of the Traveller community.


OPEN DOOR POLICY


We encourage all our employees to discuss openly any questions or issues they may have with their Manager.  Our “Open Door Policy” ensures that all employees have access to their Manager who is the first port of call regarding any issues.  Should the Manager need clarification on any issues they should contact the Chair of the Board.


EQUAL OPPORTUNITIES POLICY  


Our organisation seeks to promote a model where the workplace is free from discrimination and harassment. The Equal Status Act 2000 promotes equality, prohibits certain kinds of discrimination and prohibits sexual harassment and harassment on the discriminatory grounds.


The Equality Status Act 2000 and 2004 and the Employment Equality Acts 1998-2000 prohibit discrimination of the following nine grounds: gender, marital status, family status, sexual orientation, religion, age, disability, race and membership of the Traveller community.


Our organisation believes every encouragement should be given to employees to develop their full potential.


PERSONNEL POLICY


The most valuable resource of SLIS is its staff. The Organisation’s aim is both to fulfil its legal requirements as an employer and also to be a model of good employment practice. Every staff member has a vital role to play in furthering these aims. SLIS aims to give staff clarity around their role, appropriate and clear reporting relationships and appropriate responsibility and authority.


SLIS seeks to maintain good communication with all staff members and their representatives and is responsive to the well being of staff. Education, research, innovation and enterprise amongst its staff are encouraged.


SLIS is committed to being fair and caring towards its staff by:


· Ensuring every staff member is treated with courtesy and respect


· Ensuring all members of staff understand what is expected of them, with regular and individual discussion of their performance


· Encouraging and supporting staff to carry out their work to a high standard and to concern themselves about their health, safety and welfare


· Encouraging personal development and good teamwork


· Encouraging innovative ideas amongst staff


In turn, employees are expected to:


· Be fully committed to their work


· Observe the highest professional standards


· Assist in the implementation of SLIS’s work programmes in accordance with SLIS strategies and operational plans


· Co-operate with other members of staff and provide the best possible service and


· Observe confidentiality where appropriate.


HOME TO WORK TRAVEL

Employees are responsible for making their own arrangements for travelling to and from work. 


TIMEKEEPING


Employees will appreciate the importance to the organisation of good attendance and timekeeping and understand that they are expected to be at their place of employment and to start work on time. This is a matter of self-discipline and a major yardstick in the assessment each employee’s personal performance. 


Persistent lateness or non-attendance is a serious offence, because of the disrupting effect on the employee’s colleagues and the bad impression it creates for SLIS.


STANDARDS OF DRESS CODE POLICY


We all typically will encounter members of the public during the course of our work.  It is therefore important that all employees present a professional image in respect of their appearance and standards of dress. 


As we work in close contact with other colleagues and customers, it is of the utmost importance that a high standard of personal hygiene is maintained.


MEDICAL EXAMINATIONS

At any time during employment employees may be required to undergo a medical examination. If a request is made, the Manager will explain the reasons for this.  Any medical expense will be borne by the organisation. In general the reason for requesting employees to seek medical attention would be to establish if the employee was fit for work.


PERSONNEL RECORDS


SLIS retains records of its staff which include personal information such as name, address, marital status (if necessary), etc. and also records of examinations passed, qualifications obtained, absences, holidays taken, etc.  These records are kept completely confidential but will be used by authorised personnel (such as the Manager) if that staff member is being considered for promotion or if information is required in the case of a personal emergency.

It is therefore imperative that these records are kept up to date and it is the responsibility of each staff member to inform the Manager of any change in their personal status that may be relevant.


All personnel details are kept on file and the organisation is registered under the Data Protection Act. Therefore, should any staff member wish to see information on their file, he / she can do so by request to the Manager.


COLLECTIONS AND LOTTERIES


Collections, lotteries, raffles, balloting for prizes and the sale of tickets in connection with such ventures are not to be undertaken on the organisation premises without the express permission of the Manager.


MOBILE PHONES

SLIS understands that mobile phones have become an integral part of modern day living and in general we do not have a problem with our staff using them. Please have call profile setting on discreet or silent. The use of private phones must not interfere with the day to day running of our business or become a nuisance to customers or colleagues. The law must be observed at all times in the use of mobile phones.  


GIFTS


From time to time staff may be offered gifts by clients in recognition of their work. In order to protect staff and the organisation, money should not be accepted as a gift. In the main, gifts of more than €30 in value should not be accepted. If employees are in doubt with regard to hospitality or small gifts they should discuss the matter with the Manager.

WASTAGE


SLIS maintains a policy of "minimum waste" which is essential to the cost-effective and efficient running of all our operations.



We are all able to promote this policy by taking extra care during our normal duties by avoiding unnecessary or extravagant use of services, time, energy, etc., and the following points are illustrations of this: 


· Handle machines, equipment, tools and stock with care

· Turn off any unnecessary lighting and heating


· Keep doors closed whenever possible and


· Do not allow taps to drip.
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General Conditions of Employment 


CONTRACTS OF EMPLOYMENT


The terms and conditions (e.g. grade, salary, annual leave and sick leave) are based on comparator terms in the health service. 


Changes to terms and conditions of employment will be made only with the express agreement of both parties and will be notified to staff in writing. 


REFERENCE / PROBATIONARY PERIOD


Engagement is made subject to the information supplied on an employee’s Curriculum Vitae being found to be accurate and truthful and subject to the references proving satisfactory.  


In addition, employment is subject to the successful completion of a probationary period, the duration of which is indicated in the offer of employment letter and the staff member’s Contract. The organisation reserves the right to extend an individual’s probation period if necessary. Employees will be notified in writing that their probation period has been completed. 


PART-TIME EMPLOYEES


Any employee who works less than the normal weekly hours shall be entitled to receive benefits on a pro-rata basis according to the number of hours worked, subject to the employee’s statutory rights.


FIXED TERM EMPLOYEES


Fixed term staff are employed to fill a particular purpose (e.g. to fill a position left vacant due to a maternity leave, or to complete a particular named project for a specified duration). 


TRADE UNION MEMBERSHIP


The organisation confirms the right of any employee to join a trade union.


LEAVING THE ORGANISATION 


Staff members are required to give the period of notice specified in their Contract of Employment when they leave the organisation (normally one month).


Notice of the employee’s intention to leave must be given in writing to the Manager or the Chair of the Board.

All items provided to assist in the performance of the job remain the property of the organisation at all times and must be promptly returned in good condition when an employee leaves. This includes keys, badges, training materials and similar items.


Documents, papers, reports, copies that have been made or other similar items that employees may have acquired during the course of their employment should also be returned.


Employees may be asked to sign an employment termination form confirming all details mentioned above and agreeing to any outstanding adjustments to the final payroll issue. Where applicable, an employee who is leaving may be asked to help any replacement staff to become familiar with the job, the people he / she will be dealing with and the routine of the office.


It is the policy of our organisation to supply written references to our employees if requested.


RETIREMENT POLICY


The retirement age is 65 years. Pre-retirement counselling and training is recommended; staff will benefit by attending such a course within 5 years of their planned retirement. 


Retirement Planning Council of Ireland run regular Retirement Courses which cover areas such as the financial implications of retirement, social welfare and other entitlements, health and lifestyle issues, coping with change in relationships, etc. 


STAFF SUB-COMMIITTEE


There may be a Staff Sub-Committee in place to assist the Board oversee staff and HR matters and to deal with particular HR events as they arise (e.g. oversee recruitment and selection initiatives, handle any grievance or disciplinary matters etc).  If in place the Committee comprises the Manager and 2-3 other Board members and may include a person external to the SLIS. The Staff Sub-Committee reports to the Board, giving updates on matters dealt with as required. 
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Pay & Benefits    

REMUNERATION POLICY


The objective of the organisation’s salary policy is to ensure that staff are paid according to ability, individual contribution, experience and performance within the organisation. 


PAYSCALES   


The salary scale for Sign Language Interpreters is as follows: 


		Grade

		Point 1

		Point 2

		Point 3

		Point 4

		Point 5

		Point 6

		Point 7

		Point 8

		Point 9

		Point


10



		Interpreter

		€28,399

		€30,292

		€32,185

		€34,078

		€35,971

		€37,865

		€39,206

		€40,547

		€41,888

		€43,229



		

		Point 11

		LSI 1

		LSI2



		

		€44,571

		€45,930

		€47,331





Note:  
In all cases part time/work sharing staff are paid on a pro rata basis.


PAY QUERIES


If an individual has any query regarding their pay, they should raise it with their Manager or Chair.


PAYMENT OF SALARIES


Salaries are paid each month or at such other frequency as agreed with management. The payment date will usually be 25th of the month.  The net amount of monthly salaries will be paid directly into a bank account of the staff member’s choice by electronic transfer. This amount takes account of all necessary statutory and organisation deductions, which are deducted from the gross salary. Each employee will receive a pay slip monthly detailing all amounts deducted and the net amount transferred into the individual’s bank account.  


On joining the organisation each employee is required to submit a completed P45, where appropriate, so that the correct tax deductions can be made. All staff members will receive a P60 annually. On leaving the organisation, the staff member will receive a completed P45.


INCREMENTAL CREDIT POLICY


An incremental credit policy is available and is applied to all new entrants.

INCREMENTS


Progress through pay scales will be on the basis of one-year increments. Typically increments are awarded on the anniversary of the starting date of employment. There is no question of an employee receiving more than one increment annually. 


Job sharers / part time staff receive increments under the same conditions as full time equivalent staff.


PENSION


SLIS are provided with the means to provide and contribute to a pension scheme for their employees.


SLIS operates a defined contribution pension scheme for its staff. Both the staff member and the SLIS contribute to the pension scheme which is a Hibernian Life & Pensions Ltd product. 


Membership of the scheme is obligatory for all staff of SLIS (except employees debarred for health reasons, or part-time employees who work less than 20% of normal full-time hours). Scheme benefits are based on the contributions made to the scheme during employment and investment returns. 


Please contact the Manager / Chair  for details on the SLIS pension scheme.


Personal Retirement Savings Accounts 


A PRSA is an investment system used as a long-term retirement provision. It is a personal pension plan provided by banks, building societies and insurance companies usually with brokers acting as intermediaries. PRSAs are regulated by Pensions Board and the Revenue Commissioners.  The contract is between the individual and the PRSA Provider.  As SLIS provides a pension scheme, it does not contribute to PRSAs which are employee- only schemes; however, staff who wish to do so can contribute to their PRSA through payroll by advising the SLIS in writing.  All PRSA deductions will be shown on the staff member’s payslip.


TRAVEL EXPENSES 


Staff members who are required to undertake journeys away from their office on SLIS business will be paid travelling and subsistence expenses in accordance with the Citizens Information Board approved rates. Staff should ordinarily avail of public transport where work requirements necessitate the undertaking of a journey.  


Where staff members are required to use their own private motorcar in the course of business for SLIS, approval must be sought from the Manager prior to undertaking any journey. Staff using their own car where public transport could have been used may claim only the Public Transport Rate for that journey.


Staff who are using their own vehicle are responsible for ensuring that they are properly covered by motor insurance for use in the course of their work so as to indemnify SLIS from any claims.  Where an additional cost is incurred by staff members using their vehicles on a regular basis, SLIS may cover the additional cost of this insurance upon receipt of insurance cover, indicating additional cost. Staff who are regularly required to use their car in the course of their work should clarify their position in relation to their insurance cover with their insurance provider.


Travelling expenses will not be paid in respect of any portion of a journey that covers all or part of a staff member's usual route between home and their place of work.  Where a staff member travels on an official journey direct from home or returns home direct, the travelling allowance payable will be calculated by reference to the distance from home or headquarters, whichever is the lesser.


Staff members should complete an “Travelling Expenses Form” and should pass on to their Manager for approval and submit for payment. Please see Appendix 1 for a copy of this form. 


Subsistence Allowances


Subsistence, which covers meal and accommodation costs, is payable on the basis of time spent away from base office.  The claim rates are banded on a 5-hour, 10-hour and overnight (covering up to 24 hours) basis.


These time bands refer to the time spent away from the office.  Subsistence is not normally claimable when the out-of-office work is within the urban area (e.g. Dublin, Cork, Limerick, and Galway) or where the staff member’s office is located or within a distance of 8 miles from their office in other cases. 


When a staff member starts and / or completes a journey from home, the subsistence and / or mileage claim should be based on the least distance/time it would take.


A night allowance is not payable for an absence at any place within 15 miles of a staff member's home or staff member’s office. 


Valid from July 2015


		Domestic Subsistence rates from 1st July 2015



		Overnight rates

		Day Rates



		Normal Rate




		Reduced


Rate

		Detention


Rate

		10 hours


or more

		5 hours


but less than 10 hours



		€125.00

		€112.50

		€62.50

		€33.61

		€13.71





Where staff are away from the office for 10 hours or more and their meals are provided to them they may claim the 10-hour rate less the 5-hour rate (€ 33.61 - € 13.71 = €19.90).


Staff members should complete “Account of Travelling Expenses Form” and upon completion, pass it to their manager for approval and payment.


TRAVEL ALLOWANCES


Circular 08/2009:  Motor Travel & Subsistence Rates – issued 05/03/2009

		Official Motor Travel

		Engine Capacity

		Engine Capacity

		Engine Capacity



		 in a calendar year

		up to 1200cc

		1201cc to 1500cc

		1501cc upwards



		Up to 6437kms

		40.11 cent

		47.82 cent

		59.07 cent



		6438kms & over

		21.70 cent

		24.33 cent

		28.46 cent





Acting up allowances


Staff may be paid an Acting Up allowance when they fill a more senior position, left temporarily vacant due to sick / maternity/ term time leave etc for a period of greater than 30 days. 


When the situation arises, staff who are eligible to temporarily fill the role are notified by the Manager or Board and invited to indicate their interest in the role. Candidates are then interviewed, usually by the manager and Board before the acting-up appointment is made. Appointments are made on the basis of this internal interview taking account of experience & general performance.

The staff member who is selected will be placed, for the duration of the assignment, onto the first increment of the higher scale. 
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Attendance & Absences


HOURS OF WORK & REST BREAKS 


The normal weekly hours of work are specified in the employee’s Contract of Employment (35 hours for full time staff and 17.5 hours for part-time staff).  These hours are exclusive of meal breaks. Employees may, from time to time, be required to work evenings or weekends. In the event of this happening employees will be given as much notice as possible and time off in lieu (TOIL) will accrue. TOIL can only accrue with the approval of the Manager or Chair.  A hands down policy is in place for sign language interpreters. 

When working a full day staff are entitled to a paid rest break of 15 minutes in the morning plus a one-hour unpaid lunch break. As a gesture of goodwill the organisation allows for a short afternoon coffee break.  Part-time employees working more than 4.5 hours per day are entitled to a paid rest break of at least 15 minutes. 


In accordance with the Organisation of Working Time Regulations, to ensure that employees do not work in excess of 48 hours per week, employers are obliged to record the working hours of staff on a daily basis. These records can take the form of signed time sheets which detail arrival and departure times each day both in the morning and afternoon and also will include leave / return times of lunch breaks.  


In order to ensure that the Regulations are being complied with any staff member who holds a second job must give details of hours worked on a weekly basis to their Manager.

TIME OFF IN LIEU (TOIL) 


Generally, when employees undertake work related activities during normal office hours, or where a meeting, conference or other activity that is considered necessary and useful for the work of SLIS occurs unavoidably outside office hours, employees may attend such events with the agreement of their Manager.  Travel time to or from an event may also be claimed for TOIL purposes.  An employee cannot work outside of normal hours and accumulate TOIL without the approval of the Manager. The onus is on the employee to organise their working hours in agreement with the Manager. 


Taking Time Off in Lieu:


Time worked outside of normal office hours during the week (Monday to Friday) will be claimed on an hour for hour basis.  


In exceptional circumstances where an individual has been requested by their manager to work at the weekend, the hours worked may be claimed at a rate of 1½ hours time off for each 1 hour worked on Saturdays and 2 hours off per hour worked on Sundays.  


TOIL should be taken within two months of being accrued. Should an individual accumulate more than 20 hours worked, the matter should be brought to the attention of the Manager with a view to arranging the taking of the requisite time off.

Application of TOIL Arrangements

The onus is on the employee to organise and manage their working hours in consultation with the Manager. Time Off in Lieu arrangements will normally be administered between the staff member concerned and the Manager. 


Record Keeping

Hours worked outside normal office hours must be recorded on a TOIL sheet along with the purpose of the work and the Manager’s approval (either in person or by phone). Time taken in lieu must also be recorded on the TOIL sheet.  The relevant manager’s approval, which must be sought prior to taking the time in lieu, must also be noted.


Please refer to Appendix 8 for a copy of the TOIL record sheet. 



ANNUAL LEAVE


Annual leave entitlements for interpreters are as follows:

From Commencement
23 days

On completion of 5 years’ service
25 days


Part time / Job Share staff have a pro-rata entitlement. Employees joining SLIS after the 1st January in any year are granted leave pro-rata in their first leave year.  Staff seeking leave will be facilitated insofar as possible; however, the approval of leave is subject to service requirements.


Annual Leave requests are not normally granted during the first three months of an employee starting in their role.  Any holiday arrangements made before starting employment will be honoured but will be paid in accordance with the annual leave entitlement scale.  However, if these arrangements were not made known during the interview or when accepting the position offered, the Organisation may not honour them.


An annual leave request form should be completed and signed by the Manager before an employee makes any firm holiday arrangements.


The time of taking annual leave is subject to the agreement of the manager who will try to ensure that members of staff have the dates of their choice, always considering the adequate manning of the organisation, so as not to place undue burden on those working. 


Annual leave must be taken during the year of entitlement.  Normally no more than two weeks should be taken consecutively. The Manager must approve any special arrangements for annual leave.


When a public holiday falls on a working day whilst an individual is on annual leave, he / she may take another day’s leave in lieu before the end of the calendar year.


Similarly, staff leaving their employment, having fulfilled their contractual obligations will be entitled to payments in lieu of untaken leave days. If, however, an employee has taken more than the entitlement, a deduction will be made from their final salary.


Unpaid leave of absence will only be granted in exceptional circumstances after the full annual leave entitlement has been used.


A Sample Annual Leave form can be found in Appendix 3.

PUBLIC HOLIDAYS 


The statutory holidays each year are 


		New Years Day



		17th March



		Easter Monday 



		1st Monday in May



		1st Monday in June



		1st Monday in August



		Last Monday in October



		Christmas Day



		St. Stephen’s Day





When a public holiday falls on a weekend it is typically carried forward to the following Monday.


SLIS normally closes over the Christmas period (staff will be notified well in advance of the dates of closure) and on Good Friday.  Good Friday is allowed as a day off by SLIS.  Employees are requested to retain sufficient annual leave or TOIL to be taken over the Christmas period.  In the event that an employee has insufficient leave to take, leave from the following year may be used to cover this period on approval of the manager.

Public holidays & Part time staff:


Part time staff that normally work a day on which a public holiday falls are entitled to that day off. Those who do not normally work on a day on which a public holiday falls are entitled to pro rata time off in lieu or pro rata payment. e.g.  Employee who works half a week would be entitled to half day off, or half a day’s pay in lieu of the public holiday. 


MATERNITY POLICY


This policy covers all female employees who are pregnant whilst in the employment of SLIS.


In general, an employee who is absent on maternity leave will be treated as if she had not been absent. At the end of maternity leave, an employee will be entitled to return to her original job under terms and conditions no less favourable than those which would have applied if she had not been absent.  While on maternity leave employees are still accruing all entitlements.


The organisation encourages all employees to inform their Manager as soon as they know they are pregnant; enabling the organisation to ensure that the environment is supportive of all pregnancy requirements during this time.


MATERNITY LEAVE 


SLIS complies with the Maternity Protection Acts 1994 & 2004 and EC Council Directive 92/85/EEC.


All female employees, regardless of length of service, are entitled to 26 weeks Maternity Leave.  Staff will be granted full normal pay, minus social welfare maternity benefit during this period. Maternity benefit can be applied for by completing the DSFA MB10 form which can be downloaded via the www.citizensinformation.ie  website. 


Staff must notify the Manager at least 4 weeks before they intend to take maternity leave and are asked to provide a medical certificate confirming the pregnancy and the expected date of confinement. 


She must begin her Maternity Leave at a minimum of two (2) weeks before the baby is due. An option of 16 weeks unpaid leave (called Additional Maternity Leave) is available to the employee in addition to her entitlement of 26 weeks.  Additional Maternity Leave is unpaid. The employee should inform the Manager / Chair  at least 4 weeks before the end of the maternity leave that she intend to take Additional Maternity Leave and indicate the date she intends to return to work. Additional Maternity Leave is not reckonable for Superannuation purposes. 


Please see Appendix 4 for a copy of the Notification to take Maternity Leave form. 


Pregnant employees are entitled to paid time off to receive antenatal or post-natal medical care. Two weeks notice should be given to the employer where possible. It is also an entitlement to paid time off to attend one course of ante-natal classes (except for the last 3 classes). Again, advance notification is required. 


ADOPTIVE LEAVE


Under the Adoptive Leave Act 1995, adoptive mothers are entitled to avail of Adoptive Leave, except in the case where a male is the sole adopter. The leave entitlement is for 24 weeks after the adoption takes place, with the option for a further 16 of additional unpaid weeks if the employee wishes (from 1st March 2006)


Four weeks’ notice of the intention to take adoptive leave and four weeks notice to return to work must also be given. 


PATERNITY LEAVE


The Paternity Leave and Benefit Act 2016 provides for statutory paternity leave of 2 weeks within 26 weeks of the birth of the child. The provisions apply to births and adoptions on or after 1st September 2016.  

Four weeks’ notice of the intention to take paternity leave must also be given unless in the case of premature birth. 


PARENTAL LEAVE

The Parental Leave Act, 1998, and as amended by the Parental Leave (Amendment) Act 2006,  entitles an employee (male or female) to a maximum of 18 weeks unpaid leave to take care of their children (natural or adopted).  

Parental leave must be taken before the child is eight years of age.  The employee must normally have one year’s continuous service to be eligible for Parental Leave.  However, where the child is approaching the age of threshold and the staff member has more than three months but less than one year’s service, he/she is entitled to one week’s Parental Leave for every month of continuous service completed with SLIS when the leave begins.


Each parent has a separate entitlement to leave. The leave may not be transferred between the parents – i.e. the mother cannot take the fathers leave and vice versa.  Parental Leave does not affect a mother’s right to Maternity Leave.

Where a staff member qualifies for Parental Leave in respect of more than one child, he / she may not take more than 18 weeks Parental Leave in any 12-month period, unless SLIS agrees otherwise.  However, this restriction does not apply in the case of children of a multiple birth (twins, triplets, etc.) 


Parental Leave may be taken as a continuous block of 18 weeks, or, by agreement with SLIS it may be broken up over a period of time.  For example, individual days or weeks, or taken in the form of reduced hours of work.  In any event an employee is not entitled to more than 18 weeks leave per child.

Six weeks advance application must be given to SLIS. The application must include the following details: 


· the date on which the leave is intended to commence

· the duration of the leave

· the manner in which it is proposed to commence

· name of child to whom the leave relates

· the staff member’s signature.

Parental Leave may be postponed for up to six months should it be envisaged that such leave would have a substantial adverse effect on the work of the SLIS. It may only be postponed twice and must be for objective reasons such as too many employees on leave at that time or if the business couldn’t do without the employee for this particular time period. The SLIS reserves the right to terminate the leave if the leave period is not used for the care of young children.

During absence on Parental Leave, the staff member will be regarded as being in the employment of SLIS and will retain all employment rights (except the right to remuneration and superannuation benefits). The absence, therefore will count as reckonable service for the purposes of annual leave, increments, and seniority etc.


Employees retain their entitlement to any public holidays falling during a period of parental leave.  The Act provides that a corresponding number of days in lieu of public holidays can be added to the end of the period of leave.  Annual leave which accrues during an absence on parental leave may also be added to the end of the period of the leave.


Please see Appendix 6 for a copy of the Parental Leave application form.


BEREAVEMENT / COMPASSIONATE LEAVE


Special leave with pay up to a maximum of 3 days may be allowed (i) on the death of an immediate relative or the serious and unforeseen illness of a spouse or immediate relative (ii) in exceptional circumstances, on the death of a more distant relative where, for example, the staff member has to take charge of funeral arrangements.  This period may be extended to five (5) days on the death of a partner or immediate relative. 


JURY SERVICE 


In accordance with the Juries Act 1976 a member of staff may be called upon to do jury service or act as a State Witness and consequently leave with full pay will be provided without loss of any other employment rights.  Please inform the Manager or Chair.


FORCE MAJEURE (Emergency) LEAVE 


This is covered under Section 10 of the Parental Leave Act, 1998 and refers to circumstances in which an employee is entitled to leave with pay from his/her employment for the following reasons: urgent family reasons owing to the injury or illness of a natural or adoptive child of the employee; the spouse of the employee, or a person with whom the employee is living as husband or wife; a person to whom the employee is in loco parentis; a brother or sister of the employee or a parent or grandparent of the employee where his/her presence is deemed indispensable.


Force Majeure leave cannot be treated as part of any other leave to which an employee is entitled.


An employee may not be absent on Force Majeure leave for more than 3 days in any 12 consecutive months, or 5 days in any 36 consecutive months. Absence for part of a day is counted as one day of Force Majeure leave.


Please see Appendix 7 for a copy of this form. 

CARER’S LEAVE


Carer’s Leave is a statutory entitlement to temporary leave of absence in order to provide full time care and attention to a person who has such a disability that they require full time care and attention or a person who needs continual supervision in order to avoid being a danger to themselves. Carer’s Leave is governed by Social Welfare rules.

Employees with more than one year’s continuous service are eligible to apply for Carer’s Leave. 


The minimum notice to apply for Carer’s Leave is 6 weeks, although this can be waived in exceptional circumstances or emergencies. The applicant must apply to the Department of Social and Family Affairs who will assign a Deciding Officer to assess the situation. The Deciding Officer will make the decision as to whether the person requiring care is entitled to be cared for by the applicant for the leave period. His/her written decision must be obtained in order to proceed with the application for leave. 


Carer’s Leave must not be less than 13 weeks or exceed 104 weeks in total. It can be taken in one block or a number of periods, the duration of which cannot exceed 65 weeks. SLIS may refuse, on reasonable grounds, a request for leave for less than 13 weeks.


For more details on Carers Leave, contact your Manager. 


SICK LEAVE & SICK PAY


In the case of sickness, the following practice should be noted below:


1. On the morning of the first day of absence the staff member must personally inform the Manager, or in his/her absence, the Administration and Booking Officer, before 10.00am that they are unable to attend work through illness, except in exceptional circumstances. 


2. When an employee returns to work after a 1 or 2 day absence a Self-Certification form must be completed with the Manager.


Sample Self Certification form can be found in Appendix 5

3. On the third consecutive day of absence a certificate must be obtained from a doctor for the third and subsequent days of sickness. Normally certificates are acceptable for periods of one week only.  Where the illness or recuperation is of a prolonged nature, fortnightly or monthly certificates may be accepted subject to agreement. SLIS has an appointed medical practitioner and may in certain circumstances exercise its discretion to refer a member of staff for medical examination.


4. The Sick Pay scheme applies to all employees who have more than six months’ service.


5. The maximum sick pay in respect of the aggregate of certified and uncertified sick leave is 12 weeks in any period of 12 months commencing on the first day of illness. 


6. Sick pay is calculated as the normal weekly basic rate of pay less the full amount of Social Welfare Benefit including Operational Injuries Benefit.

7. Where sick leave extends beyond three (3) days, eligible staff are required to apply for social welfare benefit.  The relevant Social Welfare form is available from their medical practitioner who completes the first part of the form and the staff member completes the remainder.  The form must be submitted by the staff member, to the Department of Social & Family Affairs within 7 days of attending the doctor.  The staff member will receive full pay for absences of less than or equal to twelve weeks in any rolling 12 month period. The staff member must forward this benefit to the SLIS or can nominate that the benefit will be sent to the SLIS directly.

8. Uncertified sick leave may be granted subject to the following conditions:


a. A maximum of 7 days uncertified leave is permitted in any one calendar year (pro-rata for part time staff). If the number of days uncertified leave exceeds the allowance, the excess days will be deducted from the staff member’s annual leave.


b. Not more than 2 days uncertified sick leave can be taken consecutively. 


c.  Uncertified sick leave may not be immediately preceded or followed by annual leave, special leave or a rest period


9. In the event that evidence comes to light indicating possible abuse of sick leave arrangements, the matter will be treated in accordance with disciplinary arrangements.


10. Upon return to work, the employee must report to their Manager or Chair, who will notify the payroll administrator accordingly.


MEDICAL APPOINTMENTS


When employees need to attend a medical appointment with a medical professional or dentist during working hours they should advise their Manager as soon as possible. Where a number of appointments are required, the schedule of absence due to medical appointments must be agreed with the Manager / Chair as appropriate. Staff members may be asked to produce an appointment card.

Staff are asked to arrange medical or dental appointments for either early morning, lunchtime or late in the afternoon to minimise disruption to the working day and to make as much use of flexitime or TOIL where possible.


SPECIAL / UNPAID LEAVE


In exceptional cases Boards may authorise Special, unpaid leave of absence to a staff member. Typically these cases will be in response to a particular domestic situation and will be for a limited time period only. Staff do not have an entitlement to Special leave and so any leave granted must be in agreement with the Board or Sub-Committee. 


Before leave commences, the staff member will receive in writing the parameters of the leave, duration, notification of return to work, impact on superannuation and annual leave entitlements etc. 


Chapter
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Employee Relations


GRIEVANCE PROCEDURE


The aim of this procedure is to safeguard harmonious working relations within SLIS, to avoid disruption in the provision of services and to provide for the resolution of grievances in a reasonable and orderly fashion.  It is recognised that all grievances or disputes should be resolved between staff members themselves or between staff members and management within the ordinary day-to-day operations of SLIS in the first instance.


Normally issues or concerns can be resolved between the employee and his/her Manager in the normal course of their day-to-day working relationships.  In cases where these cannot be resolved, the following resolution procedure may be used. 


A summary of all grievance meetings will be recorded and copies issued to all in attendance.

Stage 1


The employee should refer the issue / concern as soon as possible to their immediate manager. This is to enable the employee to have their grievance heard, investigated and any action taken if appropriate. 


The employee may request that a colleague or person of his / her choice attend the meeting. The grievance will be heard and responded to within 5 working days, or when reasonably practicable.

In the event that the Manager is the second party involved, the employee may discuss the problem with the Chairperson. Where a Manager has a grievance that involves the Chairperson, an approach can be made to another Board member or the Staff Sub-Committee (if such is in place). 


Stage 2


If the matter is not resolved at Stage 1 the employee may refer their concerns in writing to the Chair.


The grievance will be heard and responded to within 5 working days, or when reasonably practicable. 


In the event that the Manager is the second party involved, the employee may refer the problem to the board. Also where the Manager has a grievance that involves the Chair, the Manager may refer the matter to the board.


Stage 3


If the matter is still unresolved after Stage 2, the employee may then refer the issue to the Board, whose decision in resolving the issue shall be final. The grievance will be heard and responded to within 5 working days, or when reasonably practicable. 

Stage 4


If the matter remains unresolved and has not as yet been referred to a mediator the matter should now be referred to an external mediator. 

In the event of the grievance not being resolved even after external mediation, the employee may refer the matter to the Labour Relations Commission.


DISCIPLINARY PROCEDURE


Purpose and Scope


This procedure is designed to help and encourage all employees to achieve and maintain standards of conduct, attendance and job performance. It is the Organisation’s responsibility to ensure that disciplinary practices and procedures are effective, fair, well understood and consistently applied. Proper procedures are an aid to good management and should not be viewed primarily as a means of imposing a disciplinary penalty or necessarily leading to dismissal. This procedure applies to all employees.


Principles


No disciplinary action will be taken against an employee until the case has been fully investigated. It is important to note that the investigation precedes any disciplinary action and therefore is not part of the disciplinary process.


At each stage in the procedure the employee will be advised of the nature of the complaint against him or her and will be given the opportunity to state his or her case before any decision is made.


No disciplinary action is then taken against any employee until an appropriate disciplinary hearing has taken place. Where an investigation under bullying and harassment and sexual harassment procedures has been completed such procedure will be deemed to have been an appropriate disciplinary hearing under the Disciplinary procedures.


An employee will have the right to be accompanied by a colleague, staff representative or person of their choice at a Disciplinary Hearing. 


An employee will have the right of appeal against any disciplinary action.  An employee will have the right of appeal against any disciplinary action. An appeal must be lodged in writing within 5 days.


The procedure may be implemented at any stage if the employee's alleged misconduct or performance warrants such action.


Records will be kept of investigations, interviews and hearings.


An employee will be given reasonable notice to attend a Disciplinary Hearing.


Where there are reasonable grounds to suspect an employee has committed an act of Gross Misconduct, or where it is appropriate to facilitate further investigations, he/she may be suspended, on basic pay, until the Disciplinary Hearing is heard. This will normally allow an individual reasonable time to prepare.


The Procedure


Minor shortcomings will be dealt with informally but where the matter is more serious the following procedure will be used:


Stage 1 - Verbal Warning

Where an employee’s attendance, work performance or conduct does not meet acceptable standards the employee will normally be given a verbal warning. The verbal warning will be given to the employee in writing and will inform him/her that it is the first stage in the Disciplinary procedure and will detail: 


· the attendance / conduct / performance which is seen as unacceptable


· the improvement in attendance / conduct / performance required


· the time frame by which an improvement will be expected


· the possible consequences of a failure to realise the improvement specified by the date specified under the disciplinary procedure


· The right of appeal and the person to whom an appeal can be directed with a deadline for same of 10 working days.


A record of the verbal warning will be kept on the employee’s personnel file but it will be disregarded for disciplinary purposes after six months, subject to satisfactory attendance, work performance or conduct.


Stage 2- First Written Warning

If the offence is a serious one, or there is a failure to improve and the employee’s work performance, attendance or conduct is still unsatisfactory, a first written warning will be given to the employee. This will detail: 


· the attendance / conduct / performance which is seen as unacceptable


· the improvement in attendance / conduct / performance required


· the time frame by which an improvement will be expected


· the possible consequences of a failure to realise the improvement specified by the date specified under the disciplinary procedure

· The right of appeal and the person to whom an appeal can be directed with a deadline for same of 10 working days.


It will warn that action under stage 3 will be considered if there is a repetition of the conduct or if there is no satisfactory improvement. It will advise of the right of appeal as set out in the Appeals Procedure.


A copy of this first written warning will be kept on the employee's Personnel File, and will be disregarded for disciplinary purposes after twelve months subject to satisfactory attendance, work performance or conduct.


Stage 3 - Final written warning

If there is still a failure to improve and the employee’s attendance, work performance or conduct is still unsatisfactory or if the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal (in effect both first and final written warning), a final written warning will be given to the employee. 


This will give details of the complaint and will advise that dismissal will result if there is a repetition of the conduct or if there is no satisfactory improvement in conduct or performance. Dismissal may also occur if there is any other form of misconduct on the part of the employee whilst the warning is still operative. It will advise of the right of appeal as set out in the Appeals Procedure. A copy of this final written warning will be kept on the employee’s Personnel File and will be disregarded for disciplinary purposes after twelve months, (in exceptional cases the period may be longer), subject to satisfactory attendance, work performance or conduct.


Stage 4 – Dismissal

If attendance, work performance or conduct is still unsatisfactory and the employee still fails to reach the prescribed standards, dismissal will normally result. Only the Chair, in consultation with the Board, can take the decision to dismiss. The employee will be provided, as soon as reasonably practicable, with written reasons for the dismissal, the date on which employment terminated and the right of appeal as set out in the Appeals Procedure. Only in exceptional circumstances i.e. gross misconduct, will an employee be dismissed for a first breach of discipline.


Gross Misconduct


The following list provides examples of offences that are normally regarded as gross misconduct. This list is not exhaustive. 


· Unauthorised possession or removal of Organisation goods or merchandise from the premises; or the unauthorised possession or removal of other persons' goods or merchandise from the premises.


· Violence towards another person or property (including gross intimidation) or the use of insulting language or behaviour generally.


· Damage or serious misuse of Organisation property

· Non-compliance with the Organisations Equal Opportunities Policy or Bullying and Harassment policies

· Refusal to obey a lawful and reasonable management instruction from any SLIS Manager, or a serious act of insubordination

· Incapability through alcohol, solvents, drugs or being in possession or under the influence of intoxicants

· Gross neglect of duties to an extent likely to cause loss to the Organisation of danger to other employees and members of the public

· Serious breaches or failure to comply with any of the Organisation Policies and 
Procedures, including breaches in health and safety procedures

· Serious abuse of the ICT Usage policy.



Appeals


An employee who wishes to appeal against disciplinary action should lodge a letter of appeal within ten working days, stating precisely the grounds of the appeal. Any disciplinary action will stand until and unless the outcome of the appeal overturns that disciplinary action.


The appeal will be heard within a reasonable period of time and should be heard by the staff sub-group members from within the Board who were not previously involved in the case, and their decision is final. There will be no further right of appeal. A member of the SLIS office will usually be in attendance at the Appeals Hearing. The outcome of the Appeals Hearing will be confirmed in writing.


In the event of dissatisfaction by the employee with the internal appeal decision the employee, if appropriate, may refer the matter through the appropriate industrial relations services.


The Appeals procedure does not affect the employee’s rights under the unfair dismissal legislation.

DIGNITY AT WORK 

Dignity is about a sense of self-importance, about the quality of being worthy of respect and about celebrating the individual differences and similarities that each person brings to the workplace. 


The organisation is committed to protecting the dignity of all its employees by implementing and promoting measures to create a safe and respectful work environment, free from discrimination, harassment, racism and disrespectful behaviour, by dealing professionally and efficiently with any complaints of such conduct.


This policy is designed to protect employees from all untoward actions by their colleagues, Board members, contractors, customers, suppliers, visitors to the workplace or any person with whom they may have contact during the course of their working life. 


This policy applies not only during normal working hours on the Organisations premises but also at all work related social events, activities, business trips or training courses, regardless of location or whether or not they take place during normal working hours.


BULLYING, HARASSMENT & SEXUAL HARASSMENT POLICIES


Statement of Policy

The policy of SLIS is to provide a workplace for staff that is free from bullying, harassment and sexual harassment from co-workers, clients, customers and other business contacts. 


It is the policy of the Board to have in place agreed definitions of bullying, harassment and sexual harassment that are clearly stated and available to all personnel of the service.


Further to this, the policy is to have in place procedures, both informal and formal that will apply when incidences of any of these unacceptable behaviours are alleged.


The scope of this policy extends beyond the workplace to work-related social events, e.g. conferences and training events that occur outside the workplace. 


For the purposes of this policy, bullying, harassment and sexual harassment are defined. 


Definitions

The Health and Safety Authority (HSA) defines bullying as:


“Repeated, inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment, which could reasonably be regarded as undermining the individual’s right to dignity at work.


An isolated incident of the behaviour in this definition may be an affront to dignity but as a once-off incident is not considered to be bullying.”

A person may be subject to bullying by a manager, colleague or employee under his/her supervision. Bullying / Harassment can be perpetrated against an individual or group of employees and can take many forms, both obvious and more subtle or insidious. Examples include


· Open aggression, threats, shouting, abuse, and use of obscenities


· Humiliating and ridiculing a person in front of others


· Setting impossible deadlines


· Persistently finding fault with a person’s work and using this as an excuse to humiliate the person rather than trying to improve their performance


· Withholding information necessary for the completion of tasks


· Excessive supervision and over-checking a person’s work


· Constantly taking the credit for another person’s work but never the blame if things go wrong. 


This list gives an indication what is meant by Bullying and Harassment. It is neither exhaustive nor prescriptive. 


           Bullying or Harassment is not: 


· legitimate management responses to pressurised situations that require immediate action or which arise from staff shortages, increased workload etc.  


·     Constructive and fair criticism of an employee’s work or performance. 


Harassment


The Equality Act, 2004
 expressly prohibits harassment and provides the following definition:



“…any form of unwanted conduct related to any of the discriminatory grounds*… being conduct 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.  Such unwanted conduct may consist of acts, requests, spoken words, gestures or the production, display or circulation of written words, pictures, or other material.”


*The nine distinct grounds on which discrimination is outlawed under the Employment Equality Acts, 1998-2004 are:


· Gender


· Marital status


· Family status


· Sexual orientation


· Religious belief


· Age


· Disability


· Race


· Membership of the traveller community.


Harassment can include the following:


· Jokes, comments, ridicule or songs


· Text messages, emails, notices


· Jostling, shoving or any other form of physical assault


· Visual displays such as posters or badges


· Isolation or exclusion from workplace social activities.


This list is neither exhaustive nor prescriptive.

Sexual Harassment

For the purposes of this policy, sexual harassment
 is defined as

“… any form of unwanted verbal, non-verbal or physical conduct of a sexual nature, being conduct 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.   Such unwanted conduct may consist of acts, requests, spoken words, gestures or the production, display or circulation of written words, pictures or other material.”

Examples of Sexual Harassment include:


· Sexually suggestive jokes or comments


· Lewd comments about one’s private life or physical appearance


· Display of offensive materials


· Groping or any unnecessary touching.

It is up to each individual to decide what behaviour is unacceptable, irrespective of the attitudes of others. 

Dealing with Bullying, Harassment or Sexual Harassment 

Informal Procedure


This informal procedure is based on the recognition that often, persons engaged in bullying, harassment or sexual harassment may stop when they realise their victim is no longer prepared to tolerate the situation. Other persons may respond to an allegation of bullying by trivialising the complaint in order to make it appear that the victim is overreacting. The bully may joke about the behaviour complained of and insist other people don’t find such behaviour offensive. 


In such cases it should be pointed out that nobody is obliged to tolerate behaviour simply because other people do not find the behaviour objectionable and that one does have the option of making a formal complaint.

Any staff member who feels they are being bullied, harassed or sexually harassed should keep detailed notes of each incident, including dates, times and their feelings at the time, as they will need to refer to specific incidents in the context of these procedures. The staff member should then consult with their Manager, Board member, Trade Union representative or work colleague if at all possible.  


A person to whom a complaint of bullying / harassment / sexual harassment is made should listen patiently, be supportive and discuss various options open to the employee concerned. After discussing the problem, the complainant may feel sufficiently confident to approach the alleged bully/ harasser directly and point out the specific aspects of this person’s behaviour that are considered to be unacceptable and to ask that such behaviour is stopped.


(It may be helpful for a complainant to rehearse what they intend to say so that they will feel more confident about initiating the discussion. They may request the person in whom they have confided to speak to the alleged bully / harasser on their behalf if they feel this could be effective, solely to indicate the alleged behaviour which the complainant considers unacceptable and to ask that the alleged bully/harasser to stop.)



Mediated Procedure


Where a mediated procedure is availed of there will be a signed agreement by both parties in advance of the mediation to the effect that all matters save an agreed outcome / solution shall be confidential to the procedure. Should the procedure fail to lead to an agreed outcome / solution there will be no blame attached to either party for the failure. The determination in such a case shall be that the situation was not amenable to a mediated outcome. Where an agreed solution is arrived at, the agreement will be put in writing by the mediator and signed off by both parties. Should either or both parties refuse to sign the agreement, the situation will be found to not have been amenable to mediation. In cases where it was found to not have been amenable to mediation, the formal procedure will be invoked.



Formal Procedure

The rules of natural justice will underpin any formal investigative procedure, that is:


· Audi alterem partem – the right to be heard


· Details of the complaint or allegations will be outlined

· Details of supporting information or documentation will be outlined

· All parties will have the right to respond to the decision maker in their own defence prior to a decision being made

· Nemo judex in causa sua – a person should not be a judge in their own cause – the rule against bias


· The decision maker will have an open mind with no pre-judgement

· Nothing will prejudice the view of the decision maker

· The decision maker will not have a personal interest in the decision they are making – they will be impartial.


If, after the informal and / or mediated stage, the bullying, harassment or sexual harassment persists or if it is not appropriate to resolve the problem informally or through mediation due to the severity of the bullying or harassment, the following procedure must be invoked within 6 months of the alleged incidences.



The Complaint


· The complaint should be clearly set down in writing, giving details of actual incidents rather than attacking the character of the person against whom the complaint is being made. 


· The written complaint should be submitted to the Manager or a nominated Board Member. Both the complainant and the alleged perpetrator will then be formally advised of the steps involved in the Formal Procedure. 


· The alleged perpetrator will be notified in writing that an allegation has been made against them. They will be given a copy of the statement of complaint and advised that they will be given a fair opportunity to respond to the allegations. 


· Arrangements will be made to carry out an investigation as soon as possible. For the duration of the investigation the Board may, if appropriate, adjust the working arrangements of the parties involved. Such adjustment will carry no inference as to the eventual outcome of the procedure.  




The Investigation


· The investigative team will be appointed by the Chair of the board (or by a committee of the Board where an allegation involves the Chair) and will comprise the Manager / Board member as appropriate plus one other person. Where an external facilitator is engaged by the Chair of the board (or by a committee of the Board where an allegation involves the Chair) to carry out the investigation, it shall be the function of the external facilitator to appoint the investigative team. It shall be a requirement that all investigations are carried out in line with this policy irrespective of the composition of the investigative team. 


· The investigative team will conduct separate interviews with the complainant and the alleged perpetrator to establish the facts surrounding the allegations. 


· Both the complainant and alleged perpetrator may be accompanied by a Trade Union representative or work colleague if they so choose. 


· The investigative team will interview any witnesses to the alleged incidents and other relevant persons. Confidentiality will be maintained as far as possible. Witnesses will respect the privacy of the parties involved by refraining from discussing the allegations with colleagues or persons within or outside of the organisation. 


· The investigation will be completed as soon as possible, but not later than four weeks after the receipt of the written complaint, unless there are exceptional circumstances, e.g. absence of a key witness on annual leave. Where a delay is anticipated, both parties to the dispute will be notified and an indicative date for completion of the investigation provided where possible.

Resolution


· If the investigative team finds, on the basis of the information collected, that the complaint is well founded and the alleged bully or harasser has a case to answer, the matter will be progressed further through the SLIS Disciplinary Procedure. 


· Appropriate non-disciplinary actions may be recommended (e.g. counselling). 


· Disciplinary action may include suspension without pay or dismissal. 


· Both parties will be advised of the outcome of the investigation and or resulting disciplinary procedure. 


· Either party can appeal the decision through the normal grievance procedure. Both parties will be notified that the decision is being appealed. In no circumstances will any party involved in the investigative procedure outlined above be involved in the appeals procedure.


· Both parties will be advised of the outcome of the appeal and or any resulting disciplinary procedure.

Monitoring


· The situation will be closely monitored to ensure the bullying or harassment (where it is found to have happened) has stopped. 


· It will be considered a disciplinary offence to victimise or retaliate against a colleague for bringing a complaint of bullying, harassment or sexual harassment. 


· Likewise, after an investigation where a complaint has not been upheld, management, and parties concerned, will seek to take all reasonable steps to resolve any matters raised in the course of the investigation. Management will also take reasonable steps to restore the reputation of the person against whom the complaint was made and ensure their career does not suffer as a result of the complaint. 


· A person who is deemed to have made a malicious or vexatious complaint will be subject to disciplinary action through the SLIS Disciplinary Procedure


· A written record will be kept of all hearings, correspondence and interviews which take place during the course of the investigation, appeal and any other follow up actions.
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Health & Safety


HEALTH & SAFETY


Purpose and Scope


It is the policy of the organisation to ensure, in so far as is reasonably practicable, that the health, safety and welfare at work of all employees is protected. 


It is also an organisational policy to ensure, in so far as is reasonably practicable, that business is conducted in such a manner that members of the public are not exposed to risks to their health or safety.


The health and safety of employees is of paramount importance. The organisation aims to provide and maintain safe and healthy working conditions, equipment and systems of work for all its employees and to provide such information, instruction and training as is needed for this purpose.


Appropriate preventative and protective measures are and will continue to be implemented following the identification of work-related hazards and the assessment of the risks related to them.


The organisation recognises the importance of employee communications on matters of health and safety and the value of individual consultation prior to allocating specific health and safety functions.


The allocation of duties for safety matters, the identity of competent persons appointed with particular responsibilities and the arrangements made to implement this policy are set out in the safety policy statement and associated health and safety documents and records.


The policy will be kept up-to-date to reflect changes in the nature or size of the business. To ensure this, the policy and its effectiveness will be reviewed periodically.


For further information regarding health & safety please see the SLIS Safety Statement. 


EMPLOYER’S RESPONSIBILITY 


Promoting safety awareness and responsibility for personal safety and the safety of others is the first step towards preventing accidents and reducing ill health in the workplace. Safe and healthy working conditions must be provided along with established safe practices at all times by all employees.  Employers must be committed so far as is reasonably practicable, to ensure the safety, welfare and health of their staff.  This general duty includes:


· To provide a safe workplace through its design and maintenance, including all exits and entrances and also all machinery used within the workplace


· To provide training, instruction, supervision and information as required, ensuring safety in the workplace


· To eliminate or control hazards (see below)


· To devise and communicate action plans to be used in the case of emergency


· To provide and adequately maintain facilities for the welfare of staff members


· To provide services of a competent person with responsibility for health and safety matters.

EMPLOYEE’S RESPONSIBILITY 


Staff members have also a duty of care to be aware and protect their own health and safety as well as that of others. This duty includes:


· Co-operating with Manager / Safety Representative to facilitate compliance with health and safety requirements, taking specific care to become familiar with the Safety Statement and following instructions therein. 


· Promptly informing Manager / Safety Representative of any article, substance or system of work which would cause danger to the health and safety of anyone in the workplace. This includes colleagues, clients, suppliers or any member of the public who may visit our offices.

· Ensuring that no member of staff shall intentionally or recklessly interfere with or misuse an appliance or any equipment provided for securing the safety, health or welfare of persons in the workplace. 


Where staff have a concern in relation to a health and safety matter they should bring it to the attention of the Manager and / or Safety Representative as soon as possible.

WORK RELATED ACCIDENTS AND INCIDENTS


The organisation is obliged by law to keep a record showing details of all accidents. Therefore all accidents, however minor, to both employees and visitors, must be reported immediately. 


If a visitor is involved, liability must not in any way be admitted on behalf of any employee or the organisation. Safety regulations must always be observed and all employees must take great care that neither they, their colleagues, nor members of the public are exposed to accidents or danger.


FIRE AND EMERGENCY


It is vital that all employees are acquainted with the evacuation procedures in the event of a fire or any other emergency situation. All employees must familiarise themselves with the location of the emergency exits, assembly points and the First Aid Kit. 


Fire Aid emergency procedures are located on the notice boards. For further information regarding health & safety please see the SLIS Safety Statement. 


SMOKING


In order to comply with current legislation the Organisation operates a no-smoking policy throughout the workplace.


HAZARD REPORTING


A hazard is anything at work which might cause harm e.g., electricity, hot surfaces, lifting heavy loads etc.  The Safety Statement details hazards and the risks identified.  Staff must read the Statement and be aware of the potential hazards and risks involved and report specific hazards to the Manager and/or Safety Representative.


Fire is the greatest hazard to which the SLIS facilities and its occupants are exposed. In line with current legislation smoking is prohibited on the premises. 


EYE TESTS


Employees who habitually use VDUs as a significant part of normal work have a right to opt for an  eyesight test, the cost of which will be met or reimbursed by the organisation, except where a social welfare entitlement applies in respect of the test.  The test may be carried out by a doctor or optometrist.  


Where eye tests carried out by a doctor or optometrist reveal that particular lenses for VDU work, the basic costs of providing the glasses (the special corrective appliances) or of new lenses, where the employee already wears glasses, is borne by the organisation, taking account of any social welfare entitlement that might apply.  Staff must provide a letter from their optometrist stating the lenses or glasses are particularly required for VDU work.  


Where an employee already wears glasses to correct a visual defect (normal corrective appliances), and routine change of lenses arises, if these glasses are adequate also for VDU work, SLIS is not liable as regards meeting the cost.


The cost of dealing with more general eye problems which are revealed as a result of the tests and which are not directly related to working with a VDU is a matter for the employee as part of his or her general health care.


MANUAL HANDLING


It is SLIS’s policy to minimise the need for manual handling of loads. Poor handling of loads can cause accidents or injuries in the workplace and so therefore should be avoided as far as is reasonably practicable. Please refer to the Safety Statement for further instruction.


MEDICAL EMERGENCIES


In the event that a member of staff or visitor is taken ill or injured, the following procedures must be complied with by the person coming upon the situation:


In the case of an accident 


· neutralise, in so far as is possible without placing their own personal safety at risk, the cause of the danger (e.g. switch off electricity at the fuse board or open windows to let out noxious fumes)

· Call for help from other persons

· Apply first aid if any first aid experienced persons are available

· Call Ambulance / Fire Service for urgent situations, or arrange for taxi or other transport means to bring patient to a nearby doctor where appropriate.


All medical or accident situations should be notified to the Manager / Chair.


REMEMBER: NEVER PUT YOURSELF AT RISK
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Security & Protection


USE OF ORGANISATION PROPERTY/EQUIPMENT


All organisation property / equipment supplied or available for use remain the property of the organisation. Such supplies / equipment are not for an individual’s personal use and therefore should only be used for SLIS business. Failure to comply with this request may be dealt with under the Disciplinary procedure. In addition, any documents or presentations written while employed by SLIS remain the property of the organisation. 


CONFIDENTIAL INFORMATION


In the course of service staff may have access to confidential, commercial or financial information about the organisation and its customers. The written permission of the Manager must be obtained before such information is used or discussed. Permission is also required from the Manager or the Chair before confidential correspondence or documents may be removed from the organisation’s premises. It is also a condition of employment that on leaving the organisation, such information may not be discussed with any other party.


As our organisation deals with very sensitive information regarding its clients it is of the utmost importance that this information is only conveyed to authorised persons within the organisation.


It essential that no information is disclosed through any means such as the press, publications, radio, TV, lectures, which may have a bearing on the organisation’s or customers’ interests, without the express approval in writing of the Manager or the Chair of the Board.


SECURITY


Each office will have its own security procedures that are individual to that location. Staff are asked to familiarise themselves with their local arrangements in regard to the following:


· Door locks (control and remote)


· Lock-up procedures


· Surveillance cameras 


· Intruder alarms


· Fire alarms


· Emergency / Fire procedures and Exits


· Fire extinguishers (location and how to use)


· Key holders

· Contact details of person to contact in the event of an emergency.

Where possible staff should not work alone but in the event that this is unavoidable, staff should have contact details of another colleague or person who they can contact in the event of an emergency. The Safety Statement details procedures around this area and all staff should be familiar with them. 


PERSONAL PROPERTY 


All employees are required to take every care of their personal property and it is in their own interest not to leave anything, including cash, lying around. The organisation takes no responsibility for loss or damage of money or personal property.


LOST PROPERTY


If any money, clothing or other property is found it must reported to the Manager immediately. Details will be recorded of the date, time and location where the item was found, with a description of the property. The property will be kept in a safe place and where appropriate the local Garda station will be informed.


DATA PROCTECTION


The Data Protection Act (1988 - 2003) protects information held by organisations about individuals and enforces a set of standards for the processing of such information. It lays down that all data shall only be for specific purposes and not used or disclosed in any way incompatible with these purposes.


The Act applies to all organisations and individuals who control the contents and use of personal data.


Information stored on or produced by a computer may not be passed on in any unauthorised way. This means, amongst other things, computer print-outs must be treated carefully and employees must not discuss personal data with anyone other than those directly involved with their duties.


Staff who are found to have permitted unauthorised disclosure of information will be subject to disciplinary action including dismissal and prosecution under the criminal law.


Please ask the Manager if there is any doubt as to which disclosures are authorised.


Data regarding employees is collected and filed by the Manager and is kept safely and securely. Anybody wishing to discuss details of personal data on file please speak to the Manager.


ORGANISATION RECORDS


During employment, employees will be charged with keeping paper records on some of their dealings on behalf of the organization.  These records should not be removed from the office without the consent of the Manager.  During working hours they should be available for inspection and use by authorized personnel.  On leaving the premises at the end of the working day it is the responsibility of every staff member to ensure that their records and files are neatly and safely stored until the next day.

INFORMATION COMMUNICATIONS TECHNOLOGY (ICT) POLICY



Information and communications technologies are playing an increasingly important role in the delivery of service by Sign Language Interpreting Service. In order to maintain the integrity and cost-effectiveness of service delivery to the public, it is important that new technologies are used correctly and in a manner that is consistent with the aims of the organisation. 

General Guidelines


The use of PCs, e-mail and the Internet is becoming increasingly important in the delivery of services to our customers. Access to information and resources is greatly facilitated by these new technologies. The purpose of the Policy is to ensure that all ICT equipment is used for the purpose for which it is intended, that users of ICT equipment understand its limitations, and that users and SLIS are not exposed to any loss of reputation or legal liabilities as a result of misuse.


Applicability


This policy applies to all staff, volunteers and other users of ICT equipment and services within SLIS. 


This document is not intended to be definitive. There are some specific items that recommend certain practices, or advise against others. More importantly, this document should raise awareness of the potential loss, damage, offence, and injury that may occur through the inconsiderate use of any technology, and the implications for both SLIS and the individual should this happen. SLIS specifically reserves the right to revise this Policy as required.


PC Usage Guidelines

· All users are provided with personal user IDs and passwords. These are not to be shared with others.  


· To protect the network from unauthorised access, do not leave PCs logged in to the network overnight. It is advisable to log out, or lock the PC using a password protected screensaver if the machine will be left unattended for 30 minutes or more.


· Machines which are in publicly accessible areas must never be left unattended without either logging off, or using a password protected screensaver. 


Additional Guidelines for users of Laptops and other mobile devices


The preceding section applies equally to users of Laptops; however the portability of laptops increases the risks of assets and/or information falling into the wrong hands.  Additional measures should be taken to protect laptops:


· Login passwords must be set up on laptops. These should be a minimum of 6 characters long, and should ideally contain a mixture of letters and numbers. Do not use passwords that might be easily guessed. (For example ‘password’, your name, etc.) A boot-up password can provide additional security.


· Do not store unencrypted, confidential information on the hard-drive of laptops.


INTERNET GUIDELINES


The primary purpose of Internet access is for business use; however, incidental personal use is allowable provided that:


· It is not excessive.


· It does not prevent work from being fulfilled and carried out effectively and efficiently.


· It does not prevent others from fulfilling their work.


· It does not involve or constitute an illegal activity.


· Access to all kinds of pornographic materials and activities is strictly prohibited and will result in disciplinary action.


· Access to unethical, subversive and harmful materials is not permitted.


· Unethical activities and those of questionable legality that might harm the reputation of employees or SLIS should be avoided.


· Staff members must not make confidential or proprietary information available on the Internet except through approved channels.


· Downloading, using or distributing copyrighted materials without proper authorisation and payment of applicable fees to the owners of the intellectual property rights is prohibited. This includes copyright documents, music files, software etc.


· Software should not be downloaded from the Internet without the prior approval of the Citizens Information Board ICT Team.


· Staff members are prohibited from setting up personal Web pages or otherwise making information available on the Internet using resources provided by the organisation.


· Access to the Internet should be via network routers and firewall only. The use of modems to connect to the Internet is only permitted where approved in advance by the Citizens Information Board ICT Manager.


· If you inadvertently access (via unsolicited e-mail, Internet popups, search etc.) material which you suspect to be illegal (e.g. Child Pornography), this should be reported to the Internet Service Providers Association of Ireland at http://www.hotline.ie. You should also notify the Manager and the Citizens Information Board ICT Team. Do not forward on the material received. 


E-MAIL GUIDELINES


The provision and use of e-mail is subject to the following:


· The creation and exchange of files and/or messages that are illegal, offensive, harassing, defamatory, obscene or threatening is not permitted. If you receive an illegal or offensive e-mail, you should not forward it on, even in the process of reporting; as such action may itself constitute an illegal act. 


· Should any employee receive an e-mail of an obscene, lewd, abusive or otherwise offensive nature, please advise the Citizens Information Board ICT Team immediately so that appropriate action may be taken.


· Electronic communications can have legal status. Beware of entering contractual commitments by e-mail as they can create binding contracts in the same way as letters or faxes. Do not write in an e-mail what you would not write in a letter.


· Do not download copy or transmit to third parties, the works of others without their permission as this may infringe copyright and/or trade mark rights. Breach of copyright can be a criminal offence as well as creating civil liability.


· Confidentiality of e-mails cannot be assured. The Internet environment is not secure, and once e-mails have been sent to Internet recipients there is no control over their eventual destination.  Discretion must be used when sending mail and file attachments.


· Always double-check the recipients of e-mails prior to sending.


· Be aware of the risks of virus infection when receiving mails and files from external sources. In particular e-mails containing attachments or other active content such as scripts can contain viruses. If you receive any e-mail whose contents you regard as suspicious please contact the Citizens Information Board ICT Team. 


· Access to hotmail, or other web-based e-mail accounts should be avoided using SLIS facilities, as these do not include virus-scanning as standard, and can lead to the introduction of PC viruses.


· Avoid using mail as a substitute for verbal communications, which are more appropriate in many circumstances. E-mail should be compared to sending an unregistered letter – there is no guarantee of delivery or timing of delivery. Do not assume that because an e-mail has been sent it has been received and/or read by the recipient.


· Do not send large attachments (particularly ones containing video or graphics) to multiple users.  Contact the ICT Team in the Citizens Information Board before sending a large file or files to multiple users.


· Do not create e-mail congestion by sending trivial messages or unnecessarily copying mails to others, or by using “reply to all”.


· Do not forward ‘chain-mail’ type e-mails – aside from the inconvenience to others they can cause a significant drain on computing resources. 


CONFIDENTIALITY


The confidentiality of e-mails and Internet access can not be assured. SLIS and the Citizens Information Board reserve and will exercise the right to review, audit, intercept, block, access and disclose all messages created, received or sent over the e-mail system for any purpose as well as Internet accesses in order to ensure compliance with legislation, and maintain the effective operation of systems. To this end:


· All email messages entering or leaving the Organisation will be automatically scanned for viruses, attachments, content, etc.


· All access to the Internet is automatically logged (this has yet to come into effect).


If there is a legitimate concern that the e-mail system or Internet access is subject to abuse, a full investigation will be carried out and disciplinary actions may be taken. The Citizens Information Board and SLIS are obliged to report any illegal activities to the relevant authorities.


Individuals in breach of this policy will be subject to disciplinary and/or criminal procedures. 


Contact Details for Citizens Information Board ICT Team:


All queries related to IT Support must be logged through the proper channels.  Queries may be logged via the ICT support helpdesk telephone number or via the ICT email address.  All queries logged will receive a unique query ID which will be used throughout the lifecycle of the query.


ICT may be contacted as follows:


Telephone: 01 6059096


Email: itsupport@ciboard.ie


End Note


The purpose of this Staff Handbook is to provide staff with further details on their terms and conditions of employment, clarification on SLIS procedures and practices and practical guidelines on how to access staff entitlements. It has been designed to comply with current legislation and best practice. 


By their very nature, terms and conditions, policies, benefits and procedures are constantly under review as they are affected by legislation, Government and Departmental policies, economic conditions and other external forces. Any policies, rules and procedures referred to in this Handbook are those in force at the time of publication and will be updated as required. 


If you have any queries or comments on the contents of this Handbook, please refer them to your Manager. 


Acknowledgement


I have received this book outlining the policies and procedures of Sign Language Interpreting Service for Interpreters. I understand that this is not an exhaustive list and that SLIS reserves the right to amend, alter or remove part or whole of any section of these polices to suit the need of the organisation, providing I am given written notice within one month after such changes are implemented.


This is to confirm that I have read the Staff Handbook and I understand its contents.

Signed___________________________     Date___________________

APPENDIX 1


Personnel Forms


APPENDIX 1: 


TRAVEL EXPENSES FORM


___________________________


[image: image2.emf]Name:


Month: FROM to TO 2011 Sheet:


Car make: Car cc:


Date Kilometres


From To


0


0.40


0.00


Checked & approved by Total miles





Rate per mile €


Total claim €





a. Allowances claimed are in strict accordance with the relevant regulations


b. Particulars furnished herein are in all aspects true


c. No claim in respect of the same period has been, or will be, made elsewhere


Signed:


Details of journey


Reason for journey


 Mileage/ Travel Expenses Claim form


NAME


1  of  ?


CAR MAKE CC OF CAR


I certify that:




APPENDIX 2: 


STAFF EXPENSES FORM


[image: image3.emf]Name:


Month: Sheet:


No Date


Travel 


costs


Meeting 


costs


Staff 


Support


Office 


Supplies


Sundries


1


2


3


4


5


6


7


8


9


10


11


12


13


14


15


16


17


18


19


20


21


22


23


24


25


26


 Expenses Claim Form


NAME


MONTH YEAR 1  of  1


I certify that:


a. Allowances claimed are in strict accordance with the relevant regulations


b. Particulars furnished herein are in all aspects true


c. No claim in respect of the same period has been, or will be, made elsewhere


Signed:


Details of Expense Claimed


Description





Sub-totals €


0.00 0.00 0.00 0.00 0.00





Checked & approved by


Total 


expenses € 0.00




APPENDIX 3:

ANNUAL LEAVE REQUEST FORM

Hainault House
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Email:  bookings@slis.ie









Web Page: www.slis.ie

ANNUAL LEAVE REQUEST FORM


________________________________________________________________________


Name:

STAFF MEMBER NAME 


Job Title :
TITLE

First Choice:
   from ……………..….……….….. to ……………………………. (inclusive)


Second Choice:    from ……………..….……….….. to ……………………………. (inclusive)


Third Choice:
  from ……………..….……….….. to ……………………………. (inclusive)


[image: image5.emf]

		Total Amount of Days Applied for:   

		



		Amount of Holidays Previously Taken:     

		



		Balance - Holidays yet to be taken:

		





Approved By:  ………………………………………………………. Date:  ……………………….


		APPENDIX 4: 

Notification of Intention to take Maternity Leave




		



		

		



		1. Please ensure that you have read the Guidelines for staff taking Maternity Leave  before completing this form.  


2. Please note that any Public holidays  which fall during the period of Maternity Leave, both paid and unpaid, will be added on to the end of the period.


This form should be completed and returned to the Manager/Chair.

		



		

		



		Under the Maternity Leave Act, I hereby notify the organisation of my intention to take Maternity Leave and attach a medical certificate, as requested.




		



		Name:

		

		PPS No:

		

		



		

		

		

		

		



		Location

		

		Tel No:

		

		



		

		

		

		



		If part-time or job sharing please state pattern of working week:

		



		

		

		



		

		

		



		

		

		



		My Maternity Leave will commence on:

		
/
/

		

		



		

		

		

		



		My expected date of confinement is:

		
/
/

		

		



		

		

		

		

		



		My Maternity Leave  is due to end on

		
/
/

		

		

		



		

		

		

		

		



		Additional Unpaid Maternity Leave commences on 

		
/
/

		ends on 

		
/
/

		



		

		



		Plus

		

		days due in lieu of Public Holidays occurring during the period of Maternity Leave

		



		

		

		

		



		Proposed date of return to work:

		
/
/

		



		

		

		

		



		

		

		

		



		

		OTHER NOTIFICATION REQUIREMENTS

		

		

		



		

		

		

		



		· If I intend to take an additional unpaid leave (Additional Maternity Leave), I understand that I must notify the Manager/Chair, in writing at least four weeks before the end of my Maternity Leave.


· I understand that no later than four weeks before the end of my Maternity Leave, that is, no later 


than 
/
/
, I must notify the Manager/Chair, in writing, of my intention to return to work.

		



		

		

		

		



		I confirm that I have read the organization’s Guidelines for staff taking Maternity Leave, and I undertake to fulfil my obligations under the Maternity Protection Act, 1994, as outlined in the guidelines.

		



		

		

		

		



		Signed:

		

		Date:

		
/
/

		



		

		Employee

		

		



		

		

		

		



		

		

		

		



		Approved:

		

		Date:

		
/
/

		



		

		Manager/Chair

		

		



		

		

		

		





		APPENDIX 5: 

SICKNESS SELF-CERTIFICATION ABSENCE FORM








This form should be completed upon return to work following any period of sickness.

If an employee is returning to work after a period of sickness of more than 2 working days a medical certificate or certificates should already have been provided to cover the period of absence in excess of these first days.


		 NAME:





		Dates of sickness (Including non-working days)

                         FROM                                                                               TO

________________________  am/pm                             _____________________   am/pm

________________________  day                                   ______________________   day 


________________________  date                                  ______________________   date 






		Dates of absence


                      FROM                                                                                TO


________________________  am/pm                       ________________________   am/pm

________________________  day                             ________________________   day 


________________________  date                            ________________________   date 






		Details of sickness or injury





		Was a Doctor consulted?  YES/NO.  If YES please give details of: Doctor's name, address, date of visit, treatment received and any current treatment.  If NO please state why not.







		APPENDIX 6: 


PARENTAL LEAVE APPLICATION FORM



		



		

		



		1. Parental Leave is granted solely for the purpose of taking care of the child named below.  Each parent, who has completed 12 month’s continuous service with the Organisation, is entitled to take a total of 18 working weeks unpaid leave for each eligible child and the leave must be taken before the child is eight years old.  


2. Application for Parental Leave should be approved by your Manager/Chair, not later than 6 weeks before the proposed commencement date, in accordance with section 8 (1) of the Act.


3. Please note that any Public holidays which fall during the period of Parental Leave, will be added on to the end of the period.

		



		

		



		Under the Parental Leave Act 1998, I hereby give notice of my intention to take Parental Leave for the purpose of taking care of my child.  A copy of my child’s birth certificate / adoption order is attached.




		



		

		

		

		

		



		Name:

		

		PPS No

		

		



		

		

		

		

		



		Location

		

		Tel. No:

		

		



		

		

		

		



		Name of Child:

		

		Date of Birth:

		           /                /

		



		

		

		

		



		Commencement Date of Employment:

		          /           /

		

		



		

		

		

		

		



		Periods of Parental Leave already taken in respect of this child/another child:

		

		



		

		

		

		

		



		(with SLIS)

		

		



		

		

		

		

		



		(with another employer)

		

		



		

		

		

		

		



		

		

		

		



		Pattern of Leave:  

		



		(Please note that pattern of Leave must be discussed and agreed in advance with your Manager/Chair and must be in accordance with the policy of the Organisation)

		



		

		

		



		Proposed Date of Commencement of Parental Leave:

		/           /

		



		

		

		

		



		Proposed Duration of Parental Leave:

		

		



		

		

		

		



		Proposed Manner in which it is to be taken:

		

		



		(please provide a brief description)

		



		Cessation Date of Parental Leave: 



		 /           /



		I declare that the information given above is accurate and complete.

		



		

		

		

		



		Signed:

		

		Date:

		           /           / 

		



		

		Staff member

		

		



		

		

		

		



		Approved:

		

		Date:

		           /           / 

		



		

		Manager

		

		



		

		

		

		



		Approved:

		

		Date:

		           /           / 

		



		

		Chair

		

		





Please note that this leave may be terminated if it is not used for this purpose.  Any employee abusing this leave may be subject to serious disciplinary action up to and including dismissal.


		APPENDIX 7: 

Application for Emergency Family Leave (Force Majeure)






		This form should be completed and returned to the Manager / Chair.



		

		



		Name of Employee:

		

		



		

		

		



		PPS No:

		

		



		

		

		



		Location:

		

		



		

		

		



		Name and Address of Injured/Ill Member of the Employee's Immediate Family during Emergency Family Leave:

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		Nature and details of Injury/Illness of Immediate Family Member of Employee concerned:

		

		



		

		

		



		Date(s) of Emergency Family Leave:

		

		



		



		Medical Certificate Attached:




		

		



		I confirm that I have taken Emergency Family Leave on the above-mentioned date(s) because of urgent family reasons as a result of the injury / illness of the member of my immediate family stated above and per details stated given as a result of which my immediate presence at that member of my immediate family's address was indispensable.

		



		

		DECLARATION




		



		I declare that the information given by me above is true, accurate and complete in all respects and I both understand and accept that if that is not the case, whether knowingly on my part or otherwise, then, following due investigation by my employer, I may be denied Emergency Family Leave and/or liable to appropriate disciplinary action.

		



		

		

		

		



		Date:

		

		



		

		

		



		Signature of Employee:

		

		



		

		

		

		



		Signature of  Manager/Chair:

		

		



		

		

		





APPENDIX 8:  Time-Off-In-Lieu Form

[image: image4.emf]Month: 2011 Post:


Name Signed:


Date Time from Time to


Total 


TOIL 


worked Time from Time to


Total 


TOIL 


taken


Balance 


remaining Rationale


Authorised & 


Agreed by


31-May-11 Balance carried forward


01-Jun-11 0


02-Jun-11 0


03-Jun-11 0


06-Jun-11 bank holiday 0


07-Jun-11   0


08-Jun-11 0


09-Jun-11 0


10-Jun-11 0


13-Jun-11 0


14-Jun-11 0


15-Jun-11 0


16-Jun-11 0


17-Jun-11 0


20-Jun-11 0


21-Jun-11 0


22-Jun-11 0


23-Jun-11 0


24-Jun-11 0


27-Jun-11 0


28-Jun-11 0


29-Jun-11 0


30-Jun-11 0


June





Hours worked Hours taken




� EMBED PBrush ���











� Equality Act, 2004, s.8, 7(a) and 7(b).



� Ibid.
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Sheet1

				Quarterly STAFFING RETURN

				SLIS

				The purpose of the Staffing Return is to ensure that there is an effective monitoring process in place to maintain the funded workforce (employment numbers, pay costs) within the agreed level for the delivery of services, provide  Employment Contracts and HR support and to report on national employment numbers. The Company is responsible for obtaining the appropriate Data Protection consents and CIB will maintain and use the personal data in line with CIB Data Protection Policy and Notification

				Name		Employment Start Date		Position*		Hours of Work 		Whole Time Equivalent* 		Permanent /Temporary  P/T		Contract End Date (if temp)		Gross Annual Salary		Increment Point on 31st Jan		% Employer Pension Contribution		Any additional benefits/ Contract Variation of Note or  Additional Comments such as leave of absence

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		21

								Total Numbers Per Grade		Total WTE per grade





				Manager 												CIB Sanctioned staff

				Administrators														FT		PT

				Project Staff												Permanent 

				Interpreters 												Temporary

				Other 



				Whole Time Equivalent = Hours of work/35 

				Postion: if working two grade types detail each grade on separate line
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1. Acceptable Use Policy

Introduction

The Citizens Information Board's (CIB) Acceptable Use Policy (AUP) is a framework document that sets out the standards for use of the organisation's Information & Communication Technology (ICT).

The Board's ICT network is provided to support the Board's business objectives. Any other uses that jeopardise the integrity of the network, the Board's reputation, the privacy or safety of others, or that are otherwise illegal are prohibited.

The use of the CIB ICT network facilities (including all electronic communication systems and equipment) is a revocable privilege. By using or accessing the network, users agree to comply with this policy and other applicable policies, as well as all relevant applicable laws and regulations. Using and/or accessing the network without proper authorisation is strictly prohibited.

Citizen Information Board’s Information and Communications Technology (ICT) facilities are fundamental to our business and to how we deliver our services.  This policy outlines the standards CIB requires Delivery Services and their staff to observe when using CIB’s ICT facilities, the circumstances in which CIB will monitor use of ICT activity and any actions that will be taken in respect to breaches of this policy. 



The policy has been updated and expanded to include the use of Social Media at work. The framework document covers;



· Acceptable Use Policy

· Email and Internet Policy

· Social Media Policy



PCs, laptops, phones, networks, desktop software, printers, corporate applications, email, the Internet and other technologies are provided by CIB for business use only and make it easy for staff members to access and distribute information of all types. This includes information issued internally within the organisation, as well as that sent to or received from external sources, whether solicited or not.



Recognising the general application of ICT resources throughout CIB and its Delivery Services, it is prudent that there is a clear understanding of what constitutes the proper, effective, and secure use of these facilities.



Depending on the requirements of your role, you may or may not have access to some or all of these resources. Nevertheless, it is important that all Delivery Services and their staff are aware of these guidelines, as the likelihood of exposure to facilities and associated risks will increase over time.



Due to the pace of change of technology, this document cannot specify every single risk, but it does set out some over-arching principles which must be followed. Most importantly, this document should raise awareness of the potential loss, damage, offence, and injury that may occur through the inappropriate use of any technology, and the implications for CIB, the Delivery Service and the individual should this happen.



As the organisation uses the Internet and online systems in the delivery of services, the network becomes more vulnerable to external security/virus attacks. The security threat landscape is quite dynamic which in turn makes it necessary to continually adopt newer security measures.



The use of mobile devices such as laptops, tablets and smart phones creates security risks which can severely impact normal service. Data theft is a growing problem which increases the importance of data protection through encryption. In particular, virus attacks are becoming more pervasive and sophisticated which requires a rapid response to quarantine and remove them.

[bookmark: _Toc87689371][bookmark: _Toc118093885][bookmark: _Toc118171378][bookmark: _Toc277090158][bookmark: _Toc284247385]

General guidelines for acceptable use of the ICT network

Users are expected to 

· behave responsibly and respect the integrity and the security of the network at all times

· behave in a manner consistent with the CIB's mission and to comply with all relevant laws, regulations and organisational policies

· be considerate to the needs of other users, to show restraint in the consumption of shared resources

· respect the rights and property of others, including intellectual property rights, the right of privacy and confidentiality.



The following activities are specifically prohibited:



· Use of the ICT network for private business, commercial or political activities, advertising, unlawful activities or uses that violate other CIB policies

· Disruption of or interference with the ICT network, including distribution of chain mail, mass Email or any activities that create or propagate viruses, waste system resources or overload the network with excess data

· Forging, altering or destroying communications, data or records, unauthorised accessing or intercepting the accounts of others, or intentionally compromising the privacy or security of electronic information on the network

· Intentionally or negligently revealing passwords or otherwise permitting another to use one's official account(s) or to facilitate unauthorised access to the ICT network

· The infringement of copyright

· The use of the ICT network to harass others or to display verbal or visual material that is offensive to others.

For its part, the Citizens Information Board will not impose any restraints on, nor make any effort to monitor the content of communications except when required to do so by law or to maintain the security, integrity and availability of the ICT network (including the investigation of any AUP or other CIB policy infractions).

Management will exercise due care and diligence in the implementation of the AUP (and other relevant policies) having regard to its legal obligations and the rights of users.

· Queries as to what constitutes acceptable and appropriate use should first be referred to line managers and, if necessary, subsequently to the ICT Team. 

· Appropriate action under the Delivery Service’s disciplinary procedure may be initiated in respect of breaches of the Acceptable Use Policy and other relevant policies.

Personal Computer (PC) Use Guidelines

· All users are provided with personal network user IDs and passwords. These are not to be shared with others.  

· To protect the network from unauthorised access, do not leave PCs logged in to the network overnight. It is advisable to log out, or lock the PC if the machine will be left unattended.  PCs will automatically lock after 15 minutes if left unattended. 

· Machines which are in publicly accessible areas must never be left unattended without either logging off, or locking the PC. 



Business information must not be stored on the PC hard drive.  All data must be stored on the network to ensure it is backed up. 

· All data on removable media (for example DVDs, CDs, USB Keys, external drives) must be scanned for viruses prior to use on CIB’s network. This applies no matter what the source of the material (for example home PC, supplier)



Mobile Device Use Guidelines

· All laptops must be connected to the CIB network on a regular basis to guarantee the effective update of virus-scanning and personal firewall software.

· Do not store unencrypted, confidential information on the hard-drive of your laptop or portable devices (for example any USB device).

· Do not use non-encrypted USB keys for any business or personal data.



Password Policy

Passwords are an important aspect of computer security. They are the front line of protection for user accounts. A poorly chosen password may compromise the CIB network. As such, all staff (including contractors and other persons with access to CIB systems) are responsible for taking the appropriate steps, as outlined below, to select and secure their passwords.



General Password Construction

Access to Delivery Service PCs requires strong password construction. All passwords must be constructed as follows:

· Contain a minimum of 8 alphanumeric characters

· Contain both upper and lower case characters (e.g., a-z, A-Z)

· Have numbers and/or symbols (for example 0-9, !”@*$%^)

· Are not based on easy to guess words such as personal information, names of family, etc.

· Passwords should never be written down or stored online. Try to create passwords that can be easily remembered. 



Please Note: For security purposes, passwords are automatically configured to renew/expire every 45 days and should be treated as sensitive, confidential CIB information.

 Out of Office Policy

Services should comply with the Policy as follows:



· The Delivery Service will have a voicemail greeting clearly stating the opening hours, the national helpdesk number and website address. 

· For occasions when an office is closed during normal opening hours then the Delivery Service is required to update its voicemail greeting notifying customers of the closure/reopening, ensuring that the national Helpdesk number and website address are clearly stated, along with the number of the nearest open office. 

· Where practicable Delivery Service staff members will include a detailed signature at the bottom of their email address which notes their direct dial telephone number and ensure appropriate out of office email alerts and telephone recordings are being implemented.



ICT Purchases

The Company shall not enter procurement of ICT hardware, software, systems or related ICT consultancy services unless and until the proposed expenditure has been approved by CIB in writing..



Software Installation

All software used on CIB’s resources must be approved/installed by the ICT team.

· Please notify the ICT team before any software is copied or downloaded.

· No unauthorised software should be used on CIB’s resources and no programmes or products should be used in breach any applicable copyright laws (whereby the prior consent of third parties may be required).



Bring Your Own Device (BYOD)

The Citizens Information Board currently does not support BYOD.  This policy will be reviewed periodically.



Applicability	

This policy applies to:

· All Delivery Service staff members, both temporary and permanent, regardless of duration of contract.

· All personnel who have access to CIB facilities (including contractors, consultants, agencies, suppliers etc.)

· All CIB, CIS, MABS, CIPS, NAS and SLIS premises or where CIB systems are accessed remotely



Implementation of the policy

All staff are responsible for their own compliance with this policy. The implementation of the policy will be monitored by CIB Management.



Any queries in relation to this policy should be directed to the CIB ICT Manager.



Review

CIB reserves the right to review, amend or replace this policy. It will be reviewed on an ongoing basis and any amendments will be advised to Delivery Services.



Relevant Legislation

Several pieces of legislation govern the proper use of ICT facilities. These include:



i. The Employment Equality Acts 1998-2011 which governs harassment, including utilising ICT in the workplace

ii. The Child Trafficking and Pornography Act (1998)

iii. The Data Protection Acts (1988 and 2003) and GDPR which govern the storage and processing of personal information and the privacy rights of individuals with respect to that information.

iv. The Copyright and Related Rights Act (2000) which governs copyright in computer programmes, music and other published works.




2. Email & Internet Policy 

Email and Internet use are considered to be a normal part of CIB's and the Delivery Services business tools, techniques and processes: therefore ALL of the Board's policies and guidance apply to their use, whether explicitly stated within this policy or not.

[bookmark: 2._Ownership]Ownership

CIB's ICT resources (including Email and Internet) are provided for business purposes. CIB owns and maintains these services solely for conducting its business.



[bookmark: 3._Recognition_of_Rights_of_the_Owner_(D]Recognition of Rights of the Owner (CIB)

By using CIB's ICT resources (including Email and Internet) Delivery Services and their staff recognise the rights of the organisation as owner and that all files created, sent, received or stored are the property of CIB.



[bookmark: 4._Staffs_responsibilities]Staff's responsibilities

Staff have a responsibility to observe the rules regarding Acceptable Use Policy, Email & Internet Use Policy and other relevant policies and guidelines. Staff may not use the organisation’s Email or Internet facilities in an unauthorised way. Employees may only disclose information to recipients authorised to have such information.



[bookmark: 5._Prohibited_Uses]Prohibited Uses

To protect the Board, staff and customers, certain uses of Email and the Internet are NOT permitted: they include (but are not limited to)

a. accessing, making, transmitting, posting, uploading, downloading or storing offensive material or remarks

b. browsing sites that contain illegal or offensive material

c. taking part in (or soliciting or encouraging others to take part in) unlawful activity

d. masquerading as another person

e. sending confidential material without adequate safeguards

f. unlicensed software use or distribution

g. advertising

h. undertaking or soliciting for political causes or personal or commercial ventures

i. harassment, unsolicited and/or unwarranted communication

[bookmark: 6._Offensive_Material]Offensive Material

Offensive material is ”any material that has the capacity to offend another staff member, customer or business partner".  It is, therefore, expressly prohibited. Amongst material which is considered offensive is that which

a. contains sexual implications, racial discrimination, gender specific comments, defamatory statements or

b. could cause offence in addressing age, gender, disability, religious or political beliefs, sexual orientation, national origin, ethnicity, membership of the travelling community, family or marital status. 







[bookmark: 7._Excessive_Use_of_Email_or_Internet_Fa]Excessive Use of Email or Internet Facilities

Staff must not use Email or Internet facilities in ways that place undue pressure on CIB's ICT resources or cause interference with business use of the facilities. These include 

a. sending a file/message that contains a virus/worm

b. sending very large files/mails

c. sending or forwarding chain mail

d. attaching large files

e. sending to multiple recipients unnecessarily

f. widespread mail distribution

g. resending mail repeatedly



[bookmark: 8._Copyright_Material]Copyright Material

Email and Internet facilities may not be used to cut and paste, download, store, copy or send any material that may infringe the copyright or intellectual property rights of third parties.  Breach of copyright can be a criminal offences as well as creating civil liability.



Freedom of Information

All email is subject to Freedom of Information legislation.  Be careful of what you say in email messages as improper statements can give rise to personal or organisational liability.  Work on the assumption that email messages may be read by others.



[bookmark: 9._Business_Correspondence]Business Correspondence

All mail intended for customers and business partners is business correspondence and must be treated in the same way as a formal business letter.  Electronic communications can have legal status.  Beware of entering into contractual commitments by email as they can create binding contracts in the same way as letters or faxes.  Do not write an email what you would not write in a letter.



Records Retention Schedule

Please refer to the organisation’s Document Retention Schedule) which sets out retention periods for the records the organisation holds.  The Records Retention Schedule was compiled based on legal advice focusing on legislative obligations and requirements.  This policy concerns emails and documents attached to emails as well as to manually and electronically filed documents.

 

Staff are responsible for the correct management of the records they create and hold, including electronic records.  



“Out of Office”

Staff planning to be absent from the office for over two days must set up the Microsoft ‘Out of Office’ facility to alert people of their absence.  In the event of an unanticipated absence, e.g. sick leave, an individual’s email may be accessed in order to set up an Out of Office message to alert those sending emails that the individual is not available to respond and to access emails that have not received a response.









[bookmark: 10._Personal_use_of_DSFA_Email_+_Interne]"Personal Use" of CIB Email & Internet Facilities

The primary purpose of Internet access is for business use, however the organisation recognises that staff may occasionally use this facility for educational and personal use.  The organisation reserves the right to ban personal use if such use becomes excessive.



If sending personal emails avoid any reference to the organisation, in case they are misconstrued as organisational policy or perspective on issues.



[bookmark: 11._No_Expectation_of_Privacy]No Expectation of Privacy

Whilst staff may be allowed to use CIB's resources for some personal use on a limited basis, this does not confer any right to privacy. There is no private use of the organisation’s Email or Internet facilities.



[bookmark: 12._Audit,_Filter,_Intercept,_Monitor,_R]Audit, Filter, Intercept, Monitor, Record and View Internet

[bookmark: 13._Audit,_Filter,_Intercept,_Monitor,_R]In relation to its facilities, the Citizens Information Board which provides and supports ICT in delivery service companies, reserves the right to audit, filter, intercept, monitor, record and view Internet browsing. 

 

[bookmark: 14._Disclosure_of_Files]Disclosure of Files

The content of any file may be disclosed within the Citizens Information Board and/or to third parties, without the permission of staff, to maintain the security, integrity and availability of the ICT network (including the investigation of potential infractions of Acceptable Use Policy, Email & Internet Use Policy or other Board policies) or when required by law.
Management will exercise due care and diligence having regard to its legal obligations.



[bookmark: 15._Confidentiality]Confidentiality

The confidentiality of messages should not be presumed, nor does their deletion or the use of password protection guarantee confidentiality. When a message has been deleted it is still possible to retrieve and read it, and password use does not restrict the ability to access mail. 



[bookmark: 16._Sanctions_for_Breach_of_this_policy]Sanctions for Breach of this policy

Primary responsibility for the implementation of this policy rests with each individual staff member. Complaints of misuse or breaches of this policy may be examined under the terms of the Delivery Service organisation’s Disciplinary Procedure.  Staff who wilfully or knowingly violate the provisions of this policy may be subject to disciplinary action under the provisions of the Procedure. A serious breach could lead to dismissal and possibly to criminal or civil law action.

 

[bookmark: 17._Reporting_Breaches]Reporting Breaches

Any staff member who discovers a breach of this policy shall notify their line manager who shall notify BOTH their Line Manager AND the CIB Manager of ICT.



[bookmark: 18._Review]Review

CIB Senior management shall review the adequacy of and compliance with this policy from time to time.



Supporting Documents

This Email and Internet policy will be supported by the following policies that form part of this document:



a. Acceptable Use Policy.

b. Social Media Policy.

3. Social Media Policy 



Introduction

The Social Media Policy outlines the obligations on all persons which includes staff, volunteers and contractors of the organisation, who work for or deal with the organisation and who have access to its information assets. 



It is to provide guidance and direction to staff in order to facilitate compliance with the terms of the policy when utilising all types of online social media sites and networks and all devices to include remote devices. 



What Is Social Media

Social media can be described as a collection of technology platforms that people use to communicate and share information and resources across the Internet.



Social media can include text, audio, video, images, podcasts, and other multimedia communications.



Examples of social media platforms include Facebook, Twitter,  Flickr, LinkedIn etc. This list, however, is not intended to be exhaustive.



Social networks are formed when people start using social media platforms to communicate. The terms “social media” and “social networking” are often interchangeable. For the purpose of this document, the term “social media” will be used to encompass activities relating to social networks.



Personal Use of Social Media

Known social media sites are blocked for personal use on the CIB network.  If a Delivery Service staff member has a business need to access one of these sites, a case can be made to the individual’s manager and if accepted, permission can be granted to access the required site.



Use of Social Media For Official Purposes

Use of social media for official purposes may be permitted but only where a business case has been made to and approved by the relevant line manager and access authorised by the CIB ICT team.  



Scope

All employees, volunteers and contractors or associates of the Delivery Service organisation and any third parties authorised to access the Board’s information assets are required to adhere to this policy  while using Social Networking & Social Media Sites on either the organisation’s or personally owned computers/Mobile Devices including tablets and smart phones.



Enforcement

Non-compliance with this policy is considered a serious matter and may result in disciplinary action, or in the case of others engaged with the organisation in business or project activities, may result in the organisation seeking legal redress.

Any person who is aware of or observes a suspected violation of this policy is responsible for reporting the incident to his or her manager.

Requirements

Staff accessing social networking sites are required to ensure that their use of social media for official use complies with the following:

1. For any social networking accounts held by the Board, all usernames and publications must be approved by the relevant line manager in advance of publication.

2. Logon credentials such as usernames and passwords must conform to standard CIB password policy (including minimum length, complexity and rotation period).

3. Each social network account will have assigned responsible staff who will hold credentials for the account and be responsible for monitoring for inappropriate content. 

4. All updates to the permitted social media sites will be published by approved staff members only after approval of the content by the relevant line manager (or other delegated officer).

5. Staff should not download or otherwise transmit any software, music or other copyrighted material without prior authorisation and must only use copyrighted material within the terms published or agreed with its owner and copyright law. The terms and conditions of a social media site could result in the surrender of copyright once data is posted onto the site. This could result in CIB material being used by others without compensation.

6. Social media sites have their own terms of service and those posting content need to acquaint themselves with the terms and conditions associated with their use. In some cases, the site will claim control and ownership over everything you have uploaded or disclosed. Those charged with uploading material need to ensure that the CIB does not inadvertently surrender ownership.

7. Those uploading files onto a social media site need to be aware that certain files can contain viruses or malware. Distributing those files could inadvertently damage the reputation of the CIB and result in complaints from users of the sites. Those charged with uploading files onto social media sites should obtain the advice of the ICT team on the security implications.



Do Not Post Content:

a. Which is customer information and any other data classified as Internal, Restricted or Confidential.

b. Which is specific to the Board such as images, logos, etc. unless authorised to upload such material in the context of their approved role.

c. That could be deemed to be threatening, harassing, illegal, obscene, defamatory, slanderous or hostile towards any employee, customer, stakeholder, or external audience of the Board;

d. That contains personal data or contact details of any Delivery Service employee, stakeholder, external audiences or member of the public without their express permission;

e. That infringes on the rights of the Board, its employees, stakeholders, and external audiences, members of the public or any individual, including privacy, intellectual property or publication rights;

f. That contains offensive material or has the potential to be deemed to bully, harass or discriminate against colleagues, stakeholders, and external audiences, members of the public;

g. That creates or could create a hostile work environment;

h. That harms the goodwill and reputation of the Board;

i. That includes defamatory, false or disparaging comments about the employees, stakeholders, and external audiences, members of the public;

j. That airs grievances or complaints in relation to employment with the Board. 

k. Delivery Service staff should not misrepresent or unofficially represent the organisation to members of the public.

 

3.7.1. Any material produced by staff members or  other staff members in relation to their work (including material produced on their own time or using non-CIB equipment) should NOT be published or uploaded to any non-CIB site or any personal social media site unless express permission to do so has been obtained.  All material produced by staff in the course of their work including documents, images, videos, etc. remain the property of the organisation and must not be copyrighted by staff on an individual basis. 

The above list is illustrative only and is not intended to be exhaustive.



3.7.2. If identifiable as a staff member, it should be clearly stated that the views or opinions expressed are personal and are not those of the organisation. Only approved employees are permitted to post content or engage in dialogue via social networking and social media on behalf of the organisation.



3.7.3. Remember, social networking and social media postings are permanent and impossible to fully erase from the internet. Staff should be mindful that a presence in the social networking and social media world could be made available to the public. This includes the media, government departments, the organisation’s stakeholders, external audiences and colleagues. Consider this before publishing to ensure the post will not alienate, harm or provoke any of these groups or in any way damage the reputation of Delivery Service or CIB. 



3.7.4. Those who post content onto the organisation’s social media sites should be aware that they are representing the organisation when they do so. What is presented on the site reflects on the organisation. It is therefore important that those who post content onto a social media site ensure that they exercise the same caution they would with any other official correspondence. That would include the use of correct grammar, spelling and the avoidance of slang. Above all, there is a need to be accurate with the facts.



3.7.5. Errors or inaccuracies in terms of content should be corrected at the earliest opportunity.



3.7.6. Staff should be mindful of the specific security and privacy risks involved and the potential impact any postings may have on both your personal reputation and the reputation of the Board. Be careful about what personal information you share online. Be careful about what information you share about your workplace or job online. Think before you post. Anything that you post is ultimately your responsibility and everything posted online is permanent and public even with privacy settings in place. 



3.7.7. Staff should use common sense for their own personal safety when using a social media platform. Details of daily routine, your location i.e. if you “check in” a particular location or simply identify that you are away from home could potentially cause risk to your personal security.



3.7.8. Always be aware of who you may be talking to online. Have caution if unidentified or anonymous users are questioning about your job, or where you work. Always remember that indiscreet discussions about being a member of staff of this organisation or about your work could have potential consequences for you and your colleagues.



Sanctions For Breach of this Policy

Primary responsibility for the implementation of this policy rests with each individual staff member. Staff need to keep in mind data protection law, libel laws and the Delivery Service organisation’s policies and procedures.  Complaints of misuse or breaches of this policy may be examined under the terms of the organisation’s Disciplinary Procedure. Staff who wilfully or knowingly violate the provisions of this policy may be subject to disciplinary action under the provisions of the Procedure. A serious breach could lead to dismissal and possibly to criminal or civil law action.

Supporting Documents

This Social Media policy will be supported by the following policies that form part of this document:

a. Acceptable Use Policy.

b. Email and Internet Policy.
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THIS AGREEMENT made on …………………………..2018

BETWEEN


(1) The Citizens Information Board having its principal office at Ground Floor, Georges Quay House, Townsend St, Dublin D02 VK65 (the “CIB”); and

(2) __________________________________CLG a company limited by guarantee and incorporated in Ireland under the Companies Act, 2014 with registered number [____________] (enter company number) and having its registered office at ________________ ____________________________________________________ INSERT ADDRESS (the “Company”).

BACKGROUND


(A) CIB provides certain Information and Communications Technology services including personal computers, laptops, phones, networks, software, printers, corporate applications, email, internet and other technologies to the Company in accordance with the terms of the Agreement in relation to the funding and support of a Regional CIS Service.


(B) In connection with the provision of the above services, CIB may have access to or process personal data on behalf of the Company. 


NOW IT IS AGREED as follows by the parties (in consideration of the agreement of the Company to provide CIB with access to its information, and for other good and valuable consideration, the receipt and sufficiency of all of which is acknowledged by CIB):

1. Interpretation


1.1 Defined Terms: In this Agreement:


“Appropriate Security Measures” means appropriate security measures required by Data Protection Law to protect against unauthorised access to, alteration, disclosure or destruction of Data and against its accidental loss or destruction and, in particular, where the processing involves the transmission of Data over a network, it shall mean having regard to the state of technological development and the cost of implementing the measures, and ensuring that the measures provide a level of security appropriate to:  

(a) the risks that are presented by the processing; 


(b) the harm that might result from unauthorised or unlawful processing, accidental or unlawful destruction or accidental loss of or damage to the data concerned, and

(c) the nature of the Data;

“Authorised Person” means any of the persons occupying the roles in the Company specified in Schedule 1;


“Authorised Sub-Processors” means such third parties which have undertaken data protection obligations equivalent to these set out in this Agreement. 


“Confidential Information” means, in relation to a party, information (in whatever form communicated or recorded) belonging or relating to that party, its business affairs or activities which is not generally available to the public and which 

(a) that party has marked as confidential or proprietary, or 

(b) has been described as confidential by that party to the other (orally or in writing), or 

(c) due to its character or nature, a reasonable person in a like position to its recipient and under like circumstances would treat as confidential;

“Data” means the Personal Data processed by CIB on behalf of the Company in connection with the Services; 

“Data Protection Acts” means the Data Protection Acts 1988-2003, as amended, revised, modified or replaced from time to time; 


“Data Protection Law” means all legislation and regulations relating to the protection of personal data including (without limitation) the Data Protection Acts (as amended, revised, modified or replaced from time to time), the GDPR (when the GDPR comes into force in Ireland) and all other statutory instruments, industry guidelines (whether statutory or non-statutory) or codes of practice or guidance issued by the Data Protection Commissioner relating to the processing of personal data or privacy or any amendments and re-enactments thereof;


“GDPR” means the General Data Protection Regulation (Regulation (EU) 2016/679);


“Personal Data” means personal data as defined in Data Protection Law, as specified in Schedule 2; 


“Personnel” means those employees of CIB to whom disclosure of Data is necessary for the provision of the Services and who are appropriately trained in and committed to data security and confidentiality; 

“Services” means the ICT services as further described in Schedule 3; and 


“Service Level Agreement” means the Agreement in relation to the funding and support of a Regional CIS Service.


1.2 Construction: In this Agreement, unless the contrary intention is stated, a reference to:


(a) ‘data controller’, ‘data processor’, ‘data subject’, ‘personal data’, ‘‘processing’ and ‘appropriate technical and organisational measures’ shall have the meanings given to them in the Data Protection Law;


(b) the singular shall include the plural and vice versa;


(c) either gender includes the other and the neuter, and vice versa;


(d) a person shall be construed as a reference to any individual, firm or company, corporation, governmental entity or agency of a state or any association or partnership (whether or not having separate legal personality) or two or more of the foregoing;


(e) a person includes that person’s legal personal representatives, successors and permitted assigns;


(f) time shall be construed by reference to whatever time may from time to time be in force in Ireland;


(g) any agreement document or instrument is to the same as amended, novated, modified, supplemented or replaced from time to time;


(h) ‘this Agreement’ mean the Clauses of, and the Schedules to, this Agreement, all of which shall be read as one document;


(i) a clause or other provision is a reference to a clause or provision of this Agreement, and any reference to a sub provision is, unless otherwise stated, a reference to a sub provision of the provision in which the reference appears; 


(j) ‘including’ means comprising, but not by way of limitation to any class, list or category;


(k) a law includes any provision of any constitution, statute, statutory instrument, order, by-law, directive, regulation or decision of any governmental entity and any judicial or administrative interpretation of any of the foregoing, in each case, as amended, revised, modified or replaced from time to time; and

(l) ‘writing’ shall include a reference to any electronic mode of representing or reproducing words in visible form.

Certain Rules of Construction dis-applied: 


(a) This Agreement shall be construed without regard to the rule of construction known as “ejusdem generis”.


(b) If any ambiguity or question of intent or interpretation arises, this Agreement shall be construed as if drafted jointly by the parties and no presumption or burden of proof shall arise favouring or disfavouring any party by virtue of the authorship of any of the provisions of this Agreement.


1.3 Headings: Headings and captions are to be ignored in the construction of this Agreement.

2. Status of the Parties 


The parties acknowledge that, in relation to the Data, and for the purposes of Data Protection Law, CIB is a data processor and the Company is the data controller.

3. Data Processor’s Obligations 


CIB undertakes and agrees with the Company that:


(a) it shall only process:

(i) Data strictly in accordance with the instructions of the Company, which instructions shall be:


(A) documented in writing; and


(B) given by an Authorised Person; 


(ii) in accordance with the nature and purpose of the processing set out in Schedule 2; 


(iii) the minimum volume of Data which is strictly necessary for the performance of the Services;


(b) it shall comply at all times with Data Protection Law and shall ensure that any Processing of Data by CIB shall be carried out in full compliance with Data Protection Law;


(c) it shall inform the Company as soon as practicable if, in its opinion, it receives an instruction from the Company which infringes Data Protection Law;

(d) it shall disclose Data only to those members of its Personnel to whom such disclosure is necessary for the exercise of its rights, and performance of its obligations, under this Agreement and the Service Level Agreement, and shall procure that such persons are made aware of, and agree in writing to observe the obligations of confidentiality in Clause 4 and security in Clause 5;

(e) it shall only sub-contract or delegate any of its obligations to the Company from time to time to Authorised Sub-Processors; and

(f) to the extent necessary to enable the Company to verify CIB’s compliance with Data Protection Law and its obligations under this Agreement, it shall make available to the Company all information necessary to demonstrate its compliance with the obligations set out in Data Protection Law and shall allow for and contribute to audits, including inspections, conducted by the Company or an auditor mandated by the Company.


4. Confidentiality


4.1 Keep Confidential: CIB shall keep confidential the Confidential Information and shall not, without the prior written consent of the Company, use, disclose, copy or modify the Confidential Information other than as necessary for the exercise of its rights, and performance of its obligations, under this Agreement or the Service Level Agreement.


4.2 Notify Misuse: CIB shall give notice to the Company of any unauthorised use, disclosure, theft or other loss of the Confidential Information without undue delay upon becoming aware of it.

4.3 Mandatory Disclosure: If CIB is required by law or by any order of any court or governmental or regulatory authority to disclose the Confidential Information, it shall promptly notify the Company of receipt of notice of that requirement and, at the request and cost of the Company, shall assist it in opposing any such disclosure.

5. Security


5.1 Implement Appropriate Security Measures: CIB shall implement Appropriate Security Measures to prevent accidental or unauthorised, loss, destruction, damage, alteration, disclosure or unlawful or unauthorised access to any Data in the custody of CIB, and CIB shall ensure that its Personnel are aware of and comply with those measures.

6. Data Breach


6.1 Notify Breach: CIB shall without undue delay after becoming aware of it notify the Company of any unauthorised access to, or unauthorised use, alteration, disclosure, accidental loss or destruction of, any Data in the custody of CIB (each a “data breach”).

6.2 Obligations in Case of Breach: In the event of any data breach, CIB shall: 

(a) take action to address the data breach and, where appropriate, mitigate its possible adverse effects; 

(b) without undue delay, on request provide the Company with all information required to fulfil its obligations, as data controller, under Data Protection Laws; and


(c) assist the Company in complying with its obligations under Articles 33 and 34 of the GDPR.


7. Data Subject Requests and Complaints

7.1 Notification: CIB shall notify the Company of any request from a data subject to exercise any of his or her rights under Data Protection Law or any complaint from any data subject. 

7.2 No Accession: CIB shall not accede to any such request or deal with any complaint except on the written instructions of the Company.

7.3 Assistance: CIB shall, on request by the Company and taking into account the nature of the processing, assist the Company by appropriate technical and organisational measures, for the fulfilment of the Company’s obligation to respond to requests for exercising the data subject’s rights under Data Protection Law. 


8. Destruction of Data


Unless otherwise required to store the Data by law or by any court or order of any governmental or regulatory authority, upon termination of this Agreement and on the written request of the Company, CIB shall immediately destroy all Data and shall certify such destruction in writing to the Company. 

9. Term and Termination


This Agreement shall come into force on the date on which the Service Level Agreement is executed and shall continue in full force and effect until terminated in accordance with this Clause 9 or until the termination or expiry of the Service Level Agreement whereupon CIB’s authority to process Data in accordance with this Agreement shall terminate automatically, unless otherwise agreed between the parties in writing or required by law or by any court or order of any governmental or regulatory authority.

10. General


10.1 Severability: If the whole or any part of a provision of this Agreement is or becomes illegal, invalid or unenforceable, that will not affect the legality, validity or enforceability of the remainder of the provision in question or any other provision of this Agreement


10.2 Binding on Successors: This Agreement and all of its provisions shall be binding upon and inure to the benefit of the parties and their respective heirs, executors, administrators, successors and permitted assigns.


10.3 Counterparts: This Agreement may be executed in two or more counterparts, each of which shall be deemed to be an original, but all of which together shall constitute one and the same instrument.

10.4 Governing law: This agreement and any non-contractual obligations arising out of or in connection with it shall be governed by and construed in accordance with the laws of Ireland.


10.5 Jurisdiction: The Irish courts shall have exclusive jurisdiction to hear, determine and settle any dispute arising out of or in connection with this Agreement or any related non-contractual obligations and the parties submit to the exclusive jurisdiction of the Irish courts. The parties waive any objection to the Irish courts on grounds that they are an inconvenient or inappropriate forum to settle any such dispute.

Authorised persons


Regional Managers of the Company or directors of the Company.

Personal Data


(a) Types of personal data to be processed;


(i) A range of personal data, which will vary depending on the data subject and the circumstances, including special categories of personal data in some instances


(b) Categories of data subjects


(ii) Clients of the Company

(iii) Employees of the Company


(iv) Other data subjects where personal data is recorded by the Company using ICT systems provided by CIB

(c) Nature of the processing:


(v) collection; 

(vi) recording; 

(vii) storage;


(viii) adaptation or alteration; 

(ix) retrieval; 

(x) use;


(xi) combination; 

(xii) erasure;


(xiii) destruction.

(d) Purpose of the processing: Provision of the Services as defined in Clause 1.1 above. 

The Services


CIB will provide the following ICT Support Services:


(xiv) Hosting of official websites and applications.


(xv) Provision of email.


(xvi) Provision of file storage.


(xvii) Provision of ICT hardware.


(xviii) Provision of managed print services.


(xix) Provision of telephony infrastructure.


(xx) Provision, maintenance and upgrading of ICT networks.


(xxi) Development, procurement, implementation and maintenance of a range of software packages.


(xxii) Storage and backup of data in a range of systems, databases and storage media.


(xxiii) Procurement services as outlined in the CIB ICT Procurement Catalogue.


Together with any and all services which are incidental or ancillary to the above services. 
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CITIZENS INFORMATION BOARD

By:
____________________________
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[●]

By:
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Name:
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Sign Language Interpreting Service C/o Citizens Information Board

Insurance Schedule 2018/19

IPB Insurances: 1 Grand Canal Square, Grand Canal Harbour, Dublin 2 - Phone: (01) 6395500

The Citizens Information Board has arranged an insurance scheme for the Sign Language Interpretation Service.
The Scheme provides the following covers from 01/12/18 to 30/11/19 inclusive:

Property
What is Insured:

Principal
Exclusions

Sums Insured:

Accidental loss of or damage to the Service’s property.

1. Loss or damage caused by theft not involving forcible/violent entry to/or exit from the
Buildings. 2. Losses below €350.

Loss of Money and Computers are also covered.

General Liabilities:

What is Insured:

Limits:

Principal
Exclusions:

The Legal Liability of the Service for: a) accidental bodily injury, illness or disease to any
employees, b) accidental bodily injury or illness or disease to any other person &

c) accidental loss of or damage to third party property arising out of or in connection with
the normal activities of the Service.

a) Employers Liability: € 13,000,000 any one occurrence.
b) Public Liability: € 13,000,000 any one occurrence.

1. Liability assumed under agreement. 2. Asbestos. 3. Pollution other than
sudden/unforeseen pollution risks.

Professional Indemnity

What is Insured:

Limit:

Excess:

Legal Liability of the Service to pay compensation to a third party, arising from any negligent
act, error or omission committed or alleged to have been committed by the Service’s
employees during the course of their official duties. This section extends to include liability
arising from defamation or loss of documents.

€2,600,000 any one occurrence/any one period of Insurance.

€5,000 each and every claim.





CLAIMS

In the event of a claim you should do the following:

Property Damage/Consequential Loss Claims:
1) Carry out the necessary emergency repairs.

2) Notify IPB Insurances and the Citizens Information Board immediately by phone. You should provide
the following information when phoning:

e Full Address of the Centre

e Contact Name and Phone Number
e An Indication of cost of claim

e Circumstances of the incident

3) IPB Insurances will send you the appropriate claim form for completion. This form should be completed
and returned immediately, together with any relevant estimates or repairs.

4) Get estimates for the repairs and/or replacements required.

5) Your Insurers may need to inspect the damage, you should get prior approval before any repair work is
carried out or property is replaced.

Liability/Professional Indemnity Claims:

1) You should notify IPB Insurances and the Citizens Information Board in writing of any incident which
could give rise to a liability/professional indemnity claim giving full details of the incident including: -

e Name of the Injured Party/Claimant

e Circumstances of Accident or alleged Accident

e Date of Incident

e Any other information which you feel will be of help to Insurers in dealing with the claim

NOTE: You should notify all accidents regardless of whether or not you feel a claim is likely.
2) Should you receive any correspondence from the injured party or any person acting on their behalf,

such as solicitors, you should send it on to IPB Insurances. You should not reply to such
correspondence.

3) IPB Insurances will provide the appropriate Accident Report Form. This Form should be completed fully
and returned as soon as possible.

Contacts:
Your contact in IPB Insurances is: DeanKelly- E-mail dean.kelly@ipb.ie
Your contact in CIB is: Gary Watters - E-mail gary.watters@ciboard.ie

IPB Insurances is regulated by the Central Bank of Ireland



mailto:dean.kelly@ipb.ie

mailto:gary.watters@ciboard.ie
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SLIS Operational Performance Report - Schedule 9.docx
Operational Performance Report

		Company: SLIS

		Reporting Period: 



		



		1.0 IRIS



		

		Current period

		Comparative in previous year



		1.1

		Total IRIS usage

		

		



		1.2

		Average monthly usage

		

		



		1.3

		Unique users

		

		



		1.4

		Number of calls: client present[footnoteRef:1] [1:  Calls where the client is present in SLIS office] 


		

		



		1.5

		Number of calls: 3 way remote[footnoteRef:2] [2:  Calls where the client, interpreter and service provider are all separate from each other] 


		

		



		1.6

		Number of calls: interpret remote[footnoteRef:3] [3:  Calls where the client and service provider are together and SLIS interpreter is separate] 


		

		



		1.7

		Cancellations by client

		

		



		1.8

		Cancelled by SLIS

		

		



		1.9

		Unfilled due to lack of service/staff

		

		



		1.10

		Average call length

		

		



		1.11

		Longest call length

		

		



		1.12

		Shortest call length

		

		



		1.13

		Total Northern Ireland calls

		

		



		1.14

		Lowest number of calls per client:



		1.15

		Largest number of calls per client:



		1.16

		Total unique IRIS users year to date:



		1.17

		Total IRIS calls year to date:



		1.18

		IRIS use per week (insert chart)



		1.19

		IRIS use per hour (insert chart)



		1.20

		Gardaí Pilot update:





		1.21

		Revenue Pilot update:





		1.22

		Service Promotion activities:





		



		2.0 Feedback



		2.1

		Number of complaints:

		Area concerns relate to:



		2.2

		Number of compliments:

		Area compliments relate to:



		



		3.0

		NDIS Service Update 

Increase number of trained Sign Language Interpreters 

Put a quality-assurance and registration scheme for Interpreters in place 

Provide on-going professional training and development for Interpreters



		3.1

		Number of trained interpreters:



		3.2

		Registration scheme update:

 



		3.3

		Training and development for interpreters update:





		



		4.0  Other Services



		4.1

		Voucher scheme update:





		4.2

		GP Access:





		4.3

		New/Proposed Service Developments:





		



		5.0

		HR



		5.1

		Total permanent staff:

		WTE:



		5.2

		Total temporary staff:

		WTE:



		5.3

		For all new starters in period (add more if required)

Date started: 					Date started:

Date contract received: 				Date contract received:



		5.4

		Number of staff on leave of absence 

Parental leave:					Long-term sick:

Other (specify):					Unpaid leave: 				





		5.5

		Significant staffing issues:



		5.6

		Training and Development activities:



		5.7

		Recruitment activities undertaken:



		5.8

		Recruitment planned in next period:



		



		6.0

		Governance



		6.1

		(Update on any changes to the Board or issues arising from Governance sub-group)



		6.2

		Lobbying activity:

(email, calls or meetings with stakeholders such Government Department or Political Party)





		



		7.0

		Finance



		7.1

		Additional income from other (non-CIB) sources: 

GP Access Scheme:

Northern Ireland IRIS Access:

Private IRIS Clients:

Boardroom/office rental:

ISL Video Production: 

Other:



		7.2

		(Update on any outstanding information from financial returns)
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[bookmark: _GoBack]PR Guidelines for Funded Services

These guidelines provide advice on dealing with the media, whether arising from planned PR activities or in response to approaches by journalists or media outlets.

All services should nominate an agreed spokesperson(s) who has authority to speak on behalf of the organisation and provide CIB with this information. 



Planned Activities

In some instances, services may wish to promote their activities or achievements as part of a planned public relations strategy, in such situations, the following must be adhered to;

· CIB Service Delivery Executive made aware of any planned press release or invitations to the media at an early stage.

· CIB PR and Promotions Executive provided with a copy of proposed press release for comment in advance.

· CIB provided with any printed/online material once published.



Unplanned Media Attention

CIB recognise that there may be occasions where funded services are approached by the media without having instigated contact themselves. 

Journalists are always obliged to identify themselves as such under the NUJ Code of Ethics and in almost all cases will do so. Staff should remember that anything they do say to a journalist can be used and quoted and the staff member can even be named. 

In this instance, the following protocols should be adhered to: 

· All media queries, including requests to take photographs or film should be referred to the Manager of the Company.

· All statements to be issued publicly should be cleared by the CIB Service Delivery Executive or CIB PR and Promotions Executive in advance of being given.

· Any knowledge of journalistic activity concerning the service should be passed onto the CIB Service Delivery Executive.

· Any development which is certain to arouse significant media interest (positive or negative) should be notified to the CIB Service Delivery Executive. 

· CIB must be informed of any filming or photographs on Company premises.

The following principles must be adhered to;

· Client confidentiality is protected at all times 

· All information is accurate and up to date 

· Each query is dealt with promptly 

· Responses are reviewed by CIB  





Media Interviews 

Interviews should only be undertaken by the designated spokesperson. This protects members of staff from being forced to make immediate comment and it also enables a consistent and clear approach to be adopted.

At times, members of staff may speak with the media as representatives of their professional association or trade union. This is acceptable but staff speaking in such a capacity must always ensure that such interviews and their comments are being made in the context of their association or union and are not representative of the Company. Such interviews cannot take place on Company sites. Such interviews must also not breach client or work confidentiality. 



Social Media

Staff are asked to act responsibly with any company information shared through social media.  Where a company has a social media account they must provide CIB with the details of it and ensure that only authorised people post to it. Please check with your senior management regarding your authority to post on social media. Staff who use personal accounts to promote company business or to make comment on company business should also have the authority to do so. A social media policy for CIB and its funded services is currently being developed and you will be supplied with a copy as soon as it is available. 



Checklist 

When responding to a press query please use the following checklist: 

• Take the journalist’s name and organisation 

• Establish the deadline 

• Establish exactly what information the journalist is seeking 

• Contact CIB Service Delivery Executive to make them aware

• Create a response, share with CIB PR and Promotions Executive for approval 






