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1. [bookmark: _Toc149318395][bookmark: _Toc149316437][bookmark: _Toc125355850][bookmark: _Toc124923021][bookmark: _Toc124922968][bookmark: _Toc124922915]INTRODUCTION & GENERAL PROVISIONS

[bookmark: _Toc149316438][bookmark: _Toc125355851][bookmark: _Toc124923022][bookmark: _Toc124922969][bookmark: _Toc124922916]Preamble
Rape Crisis North East is a non-governmental organisation.  The work of Rape Crisis North East is described in its current Strategic Plan. 

The overarching principle in designing this Employment policy handbook is to position Rape Crisis North East as an innovative, flexible and dynamic organisation taking into account current best practices.

Accordingly, the aim of this Employment policy handbook is to:
· Provide a working environment which facilitates a healthy life-work balance. 
· Develop and implement cutting edge organisational policies and models of working practice. 
· To be a learning organisation through ongoing development, evaluation and reflection.  

[bookmark: _Toc124922917][bookmark: _Toc124922970][bookmark: _Toc124923023][bookmark: _Toc149316439]This handbook should be read in conjunction with other Centre policies.

[bookmark: _Hlk488075511]1.1	Mission Statement
[bookmark: _Toc149316440]Rape Crisis North East offers a safe, nurturing space to survivors of sexual violence and abuse, where rights to dignity and freedom are valued; and challenges society to change in order to create a safer environment for all. 

[bookmark: _Hlk488075575]1.2	Rape Crisis North East Structure

[bookmark: _Toc149316441][bookmark: _Toc125355852]Legal
Rape Crisis North East is legally constituted as a Registered Charity and a Company Limited by Guarantee.   

Rape Crisis North East Board
The primary role of the Board is governance of the organisation and to develop and guide the strategic direction of Rape Crisis North East in conjunction with the Manager and staff.
		
The Board of Directors will have a member with particular responsibility for Human Resources and Staff, as outlined in this Handbook.  Where this Board member is on leave or for any reason unavailable, and a matter is urgent, RCNE will have a second Board member for Human Resources and Staff matters, (Staff Liaison Committee).  The names of these two Board members will be provided to all staff.  

[bookmark: _Toc149316442][bookmark: _Toc125355853][bookmark: _Toc124923024][bookmark: _Toc124922971][bookmark: _Toc124922918]The Manager
The Manager is accountable to Board for the performance of the organisation and reports to regular Board meetings.

The Manager is responsible for providing strong and effective leadership; management of the staff and work programme of the organisation; and to support the Board with the development and implementation of the Strategic Plan. 

Human Resources and Expertise
Both the Manager and the Staff Liaison Committee can use any expert Human Resources Advice, for information or clarification regarding any HR issues.  

[bookmark: _Toc149316443][bookmark: _Toc125355854][bookmark: _Toc124923025][bookmark: _Toc124922972][bookmark: _Toc124922919]1.3	General Provisions

[bookmark: _Toc149316444][bookmark: _Toc125355855][bookmark: _Toc124923026][bookmark: _Toc124922973][bookmark: _Toc124922920]Scope and Purpose
This Employment policy handbook document sets out the general terms and conditions of employment and the basic duties and rights of RCNE staff.  This policy has been established using a consultative process with the staff and has received approval from the Board of Directors.

[bookmark: _Toc149316445][bookmark: _Toc125355856][bookmark: _Toc124923027][bookmark: _Toc124922974][bookmark: _Toc124922921]Application
These Employment procedures apply to all categories of paid staff working at RCNE and having agreed an employment contract with RCNE.

Double Employment
The Organisation of Working Time Act, 1997 prohibits employees from working in two alternative employments where the total hours exceed an average of 48 hours per week.  Please inform Rape Crisis North East in writing if you are working outside this company or wish to pursue a second job.  Employees who are working for another employer must inform Rape Crisis N on a weekly basis of the number of hours worked for any other employer.

Where the aggregate of hours results in a breach of the Act, you will be required to reduce your hours of work or terminate your employment with the other business.  Failure to do so may leave the Company with no other option but to take corrective action, up to and including dismissal.

[bookmark: _Toc149316446][bookmark: _Toc125355857][bookmark: _Toc124923028][bookmark: _Toc124922975][bookmark: _Toc124922922]Applicable Law/Legislation
The employment relations between RCNE and its staff members will be governed by individual employment contracts, RCNE Employment policy handbook and all relevant legislation of Ireland.

Review 
It is the responsibility of the Manager to keep the Board informed of updates needed to the Employment Policy handbook due to changes in legislation.  This will be done on an ongoing basis. 

The Employment policy handbook will also be reviewed every two years to ensure that it remains current in light of changes in best practice.  Any amendments to the policy shall be carried out in consultation with staff members and the Board and will require final approval from the Board.
2. [bookmark: _Toc125355860][bookmark: _Toc124923031][bookmark: _Toc124922978][bookmark: _Toc124922925][bookmark: _Toc149318397][bookmark: _Toc149316449]
RECRUITMENT

Preamble
Rape Crisis North East is committed to equality of opportunity in employment.  All employment decisions at Rape Crisis North East will be based on competencies that include experience, abilities and qualifications.  The organisation will support the implementation of positive action programmes to remove barriers to equality and promote concepts of diversity and equality of opportunity in all of its employment.  It is our policy that the principles and practices of equality of opportunity should apply to all conditions of service for our employees, including recruitment, placement, selection, promotion, career development, training, pension and leave entitlements. 

The full Rape Crisis North East Equal Opportunities Policy is to be found in Chapter 11.  Please also refer to the standalone Equality & Diversity and Dignity & Respect Policies

Roles of the Manager and Board of Directors in Recruitment 
It is the role of the Manager to ensure that appropriate and sufficient staff and volunteers are recruited to ensure the effective implementation of the Strategic Plan and goals of the organisation.  It is the role of the Board of Directors to recruit the Manager.  The Chair of the Board of Directors or her/his nominee will participate in the recruitment of senior management positions.

The Manager will follow agreed recruitment guidelines (see Appendix 1) and ensure that the recruitment panel follows best practice in the selection and interview process.

The Manager shall report any matter of significance to the Board in relation to employment.  Employment changes including new staff will be recorded at the next Board meeting. 

[bookmark: _Toc125355861][bookmark: _Toc124923032][bookmark: _Toc124922979][bookmark: _Toc124922926]2.1	Recruitment and Selection
The recruitment and selection process will be carried out in accordance with the guidelines set out in Appendix 1.

2.2	Contract of Employment 	
2.2.1	Upon accepting an offer of employment from Rape Crisis North East, the successful candidate will receive a contract of employment along with a copy of the Employment Policy Handbook not later than two months from the date of commencement of employment.  This contract sets out the conditions under which the person will be employed.  The employed person will be required to sign and return the contract to the Manager as acknowledgement and acceptance of the terms and conditions within 21 days.  She or he will keep a copy for her/his own reference.
0. The contract will specify (i) the employment relationship i.e. permanent, fixed term, fixed purpose, full time, part time or job share (ii) the salary terms and (iii) other non-pay terms and conditions.  All new staff members will receive a copy of the Employment Policy. 
0. Employees of Rape Crisis North East engaging in other employment must ensure that this employment does not impair the efficiency of their employment with RCNE, that employment with RCNE will be a priority over all other employment contracts, that it must not be done at the expense of Rape Crisis North East; and that it will not conflict with the interests of RCNE.  The provisions of the Organisation of Working Time Act 1997 will apply.
0. Employees of Rape Crisis North East who have worked with a client of RCNE at any time are not allowed to see that client in any private / fee paying capacity.
0. All Rape Crisis North East posts are subject to availability of continued funding towards that post.
	
2.3 	Job Descriptions
2.3.1	The person appointed shall perform the duties as set out in their job description. 
2.3.2	The job description shall be reviewed annually as part of the employee’s annual appraisal.  Any changes or updates made as a result of this process will be conducted upon the agreement of the employer and employee in accordance with individual contracts.

2.4 	Induction
2.4.1	All new employees shall be asked to undergo an induction programme at the commencement of their employment.  Please see Chapter 5 (Staff Training and Development) for more details on the Induction programme. 

2.5	Probationary Period
0. Confirmation of all appointments will be subject to satisfactory completion of a period of probation, which will normally be as follows:
· Six months for employment contracts of one year or greater than one year and for non-managerial positions.
· Six months or one year for managerial positions. 
2.5.2	During the period of probation either party in accordance with the provisions of the Minimum Notice and Terms of Employment Acts 1973-2001 can terminate the contract.
2.5.3	During the probationary period, each employee will be fully assisted in understanding and becoming familiar with the demands of her/his post and there will be full discussion with the employee by their manager about any issues or difficulties.  During the probationary period, the employee will be advised on her/his progress in accordance with her/his individual contract of employment. 
2.5.4	The period of probation may be extended for a specified period where appropriate.  The employee will be informed verbally and in writing about the reason/s for this decision.  The manager will inform the HR Board members in this event.
2.5.5	Employees will be notified in writing of the satisfactory completion of the period of probation. 

[bookmark: _Toc149316450][bookmark: _Toc125355862][bookmark: _Toc124923033][bookmark: _Toc124922980][bookmark: _Toc124922927]2.6	Temporary Staff
2.6.1	From time to time, depending on the operational needs of the organisation temporary staff may be employed.  Recruitment will be carried out in accordance with the appropriate policy.

2.7	Student Interns
2.7.1	Interns will be fully integrated into the organisation for the period of their stay. 
2.7.2	All internships are subject to an initial interview between the manager and the student.  This interview should be used to discuss in detail with the student what duties Rape Crisis North East wants them to perform and to assess their expectations of the placement. 
2.7.3	Rape Crisis North East documentation as to what the intern should know in advance of the interview will be given to sponsoring institutions once it has been agreed that an interview will take place. 
2.7.4	RCNE Manager or an appointed staff member will supervise each intern and monitor their placement. 
2.7.5	Interns will be expected to work a specified number of days/hours per week throughout the period of the placement.  They are expected to be punctual.  Request for leave should be made through the intern's manager.  If ill, it is the Intern's responsibility to call in sick at the beginning of the working day. 

2.8	Secondment
2.8.1	Rape Crisis North East Centre recognises that under certain circumstances: 
1. Staff may be seconded from another organisation to work in Rape Crisis North East Centre.
1. Staff from Rape Crisis North East may be seconded to work with another organisation.
2.8.2	Management will in all cases ensure that the secondment is in both the interests of the organisation and of the individual employee and that the employment conditions of the staff member do not deteriorate. 
2.8.3	Secondment of staff from another organisation
All secondment requests will have to be approved by the Manager and the Board of Directors.  A formal agreement between the two organisations should be drawn up outlining the terms and conditions and signed by the employee and the two organisations.

The Manager will interview and select staff for secondment to Rape Crisis North East according to the organisation’s recruitment and selection procedures. 
3. [bookmark: _Toc149318399][bookmark: _Toc149316453][bookmark: _Toc125355865]
ATTENDANCE AND LEAVE

Preamble
The purpose of this chapter is to outline Rape Crisis North East procedures and legislative regulations regarding working hours and leave, as well as a range of available flexible working arrangements.  

Rape Crisis North East is committed to offering a range of life work balance arrangements in order to facilitate its staff to combine work with their personal commitments.  Employees who wish to avail of these arrangements should agree them in the first instance with their Manager.  The arrangements are not mutually exclusive and an Employee may be able to avail of more than one option. 

The operational needs of the organisation plus the impact on other staff members will be taken into account when agreeing any of these arrangements with an Employee.  

The ongoing operation of flexible working arrangements will be reviewed on a six-monthly basis to ensure that it is not negatively impacting on the work of the organisation and its staff.

[bookmark: _Toc149316454][bookmark: _Toc125355866][bookmark: _Toc124923036][bookmark: _Toc124922983][bookmark: _Toc124922930]3.1	Hours of Work
0. Full time employees are required to work a 37 (with the exception of current contracts of employment).  This does not include time off for lunch but does include 30 minutes of break time daily.  

3.2	Part-Time Work
3.2.1	Part time employees will have their working hours specified in their contracts. 

[bookmark: _Toc149316455][bookmark: _Toc125355867][bookmark: _Toc124923037][bookmark: _Toc124922984][bookmark: _Toc124922931]3.3	Working Outside Normally Scheduled Hours
3.3.1	Employees may be expected to work outside their normally scheduled hours from time to time.  Employees will be so informed at the time of interview. 
0. Working outside normally scheduled hours should be agreed in advance with RCNE Manager.
0. There will be no payment for working outside normally scheduled hours.  TOIL is offered in compensation. 

[bookmark: _Toc149316456]3.4	Time Off in Lieu (TOIL)
3.4.1	Time off in lieu (TOIL) for all hours which are requested to be worked in excess of the normal working week will be granted on an hour per hour basis for every hour of overtime worked.  All staff will keep a record of hours worked per week, any time in lieu accumulated and taken, any sick time taken, all annual leave taken, which will be submitted to Rape Crisis North East Manager at the end of each month.   Staff members are encouraged to take their TOIL entitlement as soon as possible after it is earned.  TOIL must be taken within the month of being worked. 
3.4.2	Employees who work on a Bank Holiday will be given TOIL at time and a half. 
3.4.3	TOIL will be calculated as follows: 
· Working from the office or an off-site location
· TOIL will equal total of additional hours worked beyond the Employee’s normal working hours.  This will include attending conferences, business dinners/receptions and training courses required as part of the Employee’s role and is calculated from place of work to the event.  Travel time from place of work to the event will be included in the calculation.
· Travel time to an off-site location
· This should be calculated from the time of departure from the normal place of work to the time of arrival at the off-site location and from the time of departure from the offsite location to the time of arrival at the normal place of work.
· If Employees work at designated outreach facilities, the designated outreach facilities count as regular place of work.
· Over-night time in lieu
· Rape Crisis North East staff will receive 4 hours time in lieu for when an overnight stay away from home is required.  

3.5	Flexible Working Arrangements 
A number of flexible working arrangements are available to staff subject to the nature and flexibility of the position, agreement with their Manager and taking into account organisational requirements and needs as outlined in the preamble above.  
	 
3.6	Annual Leave
3.6.1	The annual leave entitlement for all Employees is 25 days pro rata, unless any other is set out in their current contract of employment or job description.  
3.6.2	The leave year runs from January 1 to December 31.  In exceptional circumstances with the prior agreement of the Manager an employee may carry forward a maximum of seven days into the following year. 
3.6.3	Where possible an employee must give four week’s notice to her/his manager of her/his intention to take annual leave of a week or more duration.  
3.6.4	Annual leave entitlements for Employees working reduced hours will be as in 3.6.1, reduced pro-rata. 
3.6.5	Employees on temporary contracts will be entitled to annual leave as in reduced pro-rata for the term of their contract.
3.6.6	Employees joining the organisation after the beginning of the leave year are granted leave pro-rata in their first leave year. 
3.6.7	There are 9 public holidays in the year to which all Employees are entitled.  If, however, the public holiday falls on a weekend, the next working day will be given in lieu.  A public holiday, falling within a period of annual leave, will not count as part of that annual leave.   Part-time workers who are not scheduled to work on Bank Holidays are subject to the one fifth rule.  RCNE employees are also entitled to two privilege days – Good Friday and Christmas Eve

3.7	Leave for Sickness or Accident
3.7.1	Informing employer
Employees who are unable to report for work due to illness should preferable themselves contact (or someone on their behalf) their manager directly before 10:00am and give the probable date of their return to work. 
3.7.2	Uncertified sick-leave
Employees may take a maximum of 7 days uncertified leave in any one period of twelve months.  Annual leave cannot be taken the day directly following a period of uncertified sick leave.  
3.7.3	Certified sick-leave
A doctor’s certificate must be produced for periods of sick leave exceeding 2 days unless otherwise is stated in employee’s contract of employment.  A doctor’s certificate must also be produced when an employee is unable to attend work on a Friday and the following Monday due to an illness.  The certificate should state the general nature of the illness, the precise period for which the employee will be unfit for work or the probable date of resumption of work.  Subsequent certificates must be submitted if the absence continues beyond the period covered by the initial certificate.
3.7.4	Illness during annual leave
If during annual leave, an employee falls ill and produces a medical certificate to that effect, the period of sickness will be recorded as sick leave and not as annual leave. 
3.7.5	Social Welfare benefits
Employees are required to claim and remit to the employer any social welfare payments due during periods when they are on sick pay.  Further information on how this operates is available from Rape Crisis North East Manager.  Failure to reimburse the organisation will result in no further payments being made under the Sick Pay Scheme.
3.7.6	Medical appointments
Where possible, staff should ensure that medical appointments are taken either outside their working day, or by using any TOIL or Flexitime entitlement due.  Where these options are not possible, the time will be considered as part of their annual leave or unpaid leave.

Sick Pay Scheme

Purpose
The purpose of the Sick pay scheme is to alleviate the financial difficulties experienced by Employees who are forced to be absent from work due to illness or as a result of an accident.  Payment will be as outlined in your Contract of Employment.

Scope
Permanent Employees who have successfully completed their probationary period are eligible for payment during sick leave provided they comply with regulations regarding notification and certification of illness. 

Employees on a probationary period of 6 months are entitled to a maximum of 3 working days paid sick leave, which may be extended pro rata if the probationary period itself has to be extended.

Sick Leave Year
The sick leave year/12-month period commences on the first day of illness.  The sick leave year operates on a rolling twelve-month basis. 

Medical Examination
The Company may require you to undergo a medical examination by a medical practitioner nominated by it at any stage of your employment.  The cost of any such examination or examinations will be met by the Company and you will co-operate in the disclosure of all results and reports to the Company.  As your employer, we are entitled to receive details of such medical examination.

In certain circumstances, it may be necessary for the Company to obtain a Medical Report from your Doctor/Specialist in order to establish:
· Reason for and likely duration of absence
· When you will be able to return to work, and whether the problem will recur
· What, if any, treatment is being prescribed
· Whether you can carry out all the duties of the job
· Your fitness to undertake modified or alternative duties

This will enable the Company to plan workloads.  It is in the interests of both yourself and the Company to establish, with the benefit of expert medical opinion, your ability to work.  

Failure to disclose the results/reports of such medical examinations to the Company may result in disciplinary action up to and including dismissal.  The Company will only request such an examination where reasonable to do so.

[bookmark: _Hlk488075795]Return to Work
Where an Employee has been on sick leave for a period of 3 weeks or more, the organisation may request a letter from the Employee’s doctor stating that the Employee is fully fit to return to work. 

[bookmark: _Toc149316458][bookmark: _Toc125355869][bookmark: _Toc124923039][bookmark: _Toc124922986][bookmark: _Toc124922933]3.8 	Maternity, Paternity, Adoptive and Parental Leave 

Maternity
3.8.1	Maternity leave is in accordance with the Maternity Protection (Amendment) Act 2004 and the provisions of this Act will apply.  Rape Crisis North East offers its Employees twenty-six weeks paid leave, plus up to 16 weeks additional unpaid leave.  Additional unpaid leave may be granted at the request of the Employee.  Parental leave entitlement can be taken in addition to the foregoing entitlements.
3.8.2	During maternity leave, the Employee will be entitled to full pay less any social insurance entitlements. 
3.8.3	The Employee taking maternity leave must give at least four weeks written notice of taking leave and of her intended date of confinement.  The Employee must notify the Manager in writing at least four weeks before the intended date of return to work. 
3.8.4	A minimum period of maternity leave must be taken beginning not later than two weeks before the end of the expected week of confinement and ending not earlier than four weeks after the end of the expected week of confinement, with the remaining weeks being taken either before or after the birth, as decided by the Employee. 
3.8.5	Where a baby is born prematurely and the mother is not yet on maternity leave she will be allowed twenty-six weeks paid maternity leave from the date of confinement provided she notified management in writing of the situation within fourteen days of the confinement. 
3.8.6	At the end of the paid maternity leave the Employee may take up to sixteen weeks unpaid leave and/or any annual leave to which she is entitled at the time.  She should notify her Manager in writing as soon as possible of her intention to take additional leave and at a minimum four weeks before the end of her maternity leave. 
3.8.7	The Employee will be given paid time for all antenatal and post-natal appointments, which have to take place during working hours.  She is required to give RCNE Manager two weeks notice of each visit and to produce a copy of the appointment card for the records.  Partners will be entitled to attend 2 appointments with paid time.
3.8.8	Management regards it as essential that all matters relating to maternity leave are treated in strict confidence. 




Paternity Leave
3.8.9 The Paternity Leave and Benefit Act 2016 provides for statutory paternity leave of 2 weeks to the ‘relevant parent’ other than the mother.  Paternity leave can start at any time within the first 6 months following the birth or adoption placement.

Employees may qualify for Paternity Benefit from the Department of Social Protection if you have sufficient PRSI contributions. During paternity leave, the Employee will be entitled to full pay less any Maternity Benefit / social insurance entitlements.

The employee taking paternity leave must give at least 4 weeks written notice of the intended dates.  And provide a certificate from their spouse or partner's doctor confirming when your baby is due, or confirmation of the baby’s actual date of birth if you apply for leave after the birth has occurred.

In the case of adoption, a certificate of placement in relation to the child must be produced.

If the birth is later than expected or if the date of placement of an adopted child is postponed, the employee may postpone the date of the leave.
If the employee is sick before paternity leave starts, paternity leave may be postponed.

If your baby is hospitalised, you can ask your employer in writing if you can postpone all or part of your paternity leave.
	
Adoptive Leave
3.8.10	Adoptive Leave will be in accordance with the Adoptive Leave (Amendment) Act 2005 and will consist of fourteen weeks paid leave (net of social welfare entitlements).  Additional unpaid leave may be granted at the request of the Employee.  This applies only to Employees who have completed at least 1 year of service.


Parental Leave
3.8.11	Under the Parental leave (Amendment) Acts 2004, Rape Crisis North East may on request provide unpaid Parental leave to Employees, who are natural or adoptive parents, to take care of a child. 

The child must be under 8 years of age or in the case of a child with a disability leave may be taken up to 16 years of age.  The leave may be broken down into different combinations of pre-planned time off by agreement with her/his Manager.  The arrangement will be agreed with the Employee and her/his Manager and will aim to maximise flexibility for the Employee, whilst having regard for the other staff and needs of the organisation. 

[bookmark: _Toc149316459][bookmark: _Toc125355870][bookmark: _Toc124923040][bookmark: _Toc124922987][bookmark: _Toc124922934]3.9	Force Majeure Leave
3.9.1	Force majeure leave is granted to an Employee to enable her/him to deal with a family emergency that requires the Employee’s immediate presence.  The Parental Leave Act of 2006 governs the terms of the leave.

Force majeure leave is available in the event of an unforeseen medical emergency to a partner, husband, wife, parent, grandparent, child, brother or sister and applications for Force Majeure leave must be submitted to RCNE Manager in writing.  Other relatives are not covered.

An Employee may request a maximum of 3 days/21 hours leave per year and subject to a maximum of 5 days/35 hours paid Force majeure leave in 3 years. 

3.10	Carer’s Leave
3.10.1 Rape Crisis North East will offer Employees unpaid leave from employment for the purpose of the provision of full-time care to a person requiring it, in accordance with the terms of the Carer’s Leave Act 2001.

Employees shall have at least 1 year’s continuous service and the period of care shall not exceed 104 weeks.  Employees may qualify for the Social Welfare carer's allowance, details of which are available from Rape Crisis North East Manager.

Request for such leave must be made to the Employee’s Manager.

3.11	Compassionate/Bereavement Leaves
3.11.1	Employees will be entitled to a reasonable period of paid compassionate leave, for example to deal with immediate family bereavement.  Request for such leave must be made to their relevant Manager.  The maximum period of leave will be five days for an immediate family member and 1 day for a friend or relative.  Longer periods of leave may be granted at the discretion of the management of the organisation.

3.12	Special Leave
3.12.1	Short periods of unpaid leave may be granted at the discretion of the Manager to whom advance application should be made. 

[bookmark: _Hlk488076073]3.13	Career Break/Leave of Absence
3.13.1	A career break without pay may be granted to Employees who have worked in the organisation for at least five years, or after two in exceptional circumstances, and at the discretion of the Manager.  Such extended periods of leave should not adversely affect the work of the organisation and all confidentiality regarding Rape Crisis North East matters continues to apply.

3.13.2	The career break is generally for a minimum of six months and up to fifteen months and extendable up to a maximum of three years by agreement of Manager and two HR Board members.

3.13.3	A career break will constitute a break in service for increment and pension purposes. 
 
[bookmark: _Toc149316460][bookmark: _Toc125355871][bookmark: _Toc124923041][bookmark: _Toc124922988][bookmark: _Toc124922935]3.14	Leave for Public Duties
3.14.1	Employees are entitled to take time off work for Jury Service or any other compulsory public duty.  An Employee will be granted paid leave to attend jury service upon production of the appropriate documentation.  If an Employee is only required to attend Jury Service for part of a day then she/he will be expected to return to work for the remainder of the day.
4. [bookmark: _Toc149318401][bookmark: _Toc149316462][bookmark: _Toc125355873]
SALARY, ALLOWANCES AND PENSION

[bookmark: _Toc149316463][bookmark: _Toc125355874][bookmark: _Toc124923042][bookmark: _Toc124922989][bookmark: _Toc124922936]4.1	Method of Payment
4.1.1	Salaries will be paid weekly by direct debit into the Employee’s nominated bank account.  

RCNE reserves the right to alter the method or interval of payment at their discretion.

[bookmark: _Toc149316464][bookmark: _Toc125355875][bookmark: _Toc124923043][bookmark: _Toc124922990][bookmark: _Toc124922937]4.2	Salary Determination and Grading
4.2.1 Salary structure

Generally, in line with relevant HSE nominated scales, funding permitting.   Rape Crisis North East may also look at other publicly available grading systems from time to time as an alternative system to be used.

Each position in the organisation shall be graded, either on the basis of a job evaluation scheme, by comparison with existing comparable grading systems in other organisations or by determination of the funder.

Employees taking up new positions will commence at a point on the salary scale, which is relevant to their qualifications and experience. 

4.3	Salary Increments and Review

0. Employees who are aligned to an incremental salary scale may progress to the next point on the scale subject to meeting the following criteria:
· Satisfactory completion of probationary period
· Completion of one year of service
Thereafter, employees normally progress (subject to funding) on an incremental scale on an annual basis until she/he reaches the top of his/her scale.  When an employee reaches the top of her/his scale, they will remain on this point of the scale but will continue to receive national pay agreement increases.  In the situation where it is appropriate that the position be re-graded, the employee will move onto the appropriate point of the new scale. 
4.3.2  	Deferral of increments will only occur where there is a financial crisis (as identified by the Manager, Administrator and the Board of Management) or as part of a disciplinary action.  In the case of the former management will inform the staff of this decision in addition to discussing the matter with the staff giving the reasons why it has been deferred.  Employees will have the right to appeal the deferral where it is a disciplinary measure and to be represented by a person of their choosing. 
0. If an employee’s salary is reviewed for reasons other than her/his annual increment entitlement, the date of the review becomes the base for the new annual increment due date.
0. Rape Crisis North East will review all salary scales on a regular basis, to check if the scales applying are still appropriate, based either on the job evaluation that took place or the comparable grade that was used.  Employees will have the right to appeal any decisions made.

[bookmark: _Toc149316465]4.4	Pay Agreements
4.4.1	Management will award cost of living increases under appropriate national pay agreements, as outlined in those pay agreements, subject to funding and save in exceptional circumstances. 

[bookmark: _Toc149316466][bookmark: _Hlk486680596]4.5	Temporary Undertaking of Additional Duties
4.5.1	Employees who are required to temporarily undertake additional duties or responsibilities relating to another position may be entitled to an acting up/in allowance, provided the period is for a continuous one of not less than four working weeks.  The allowance will be based on a salary level applicable to the level of the additional duties and responsibilities agreed and approved by their Manager.  The allowance will be payable for the full agreed period of taking on the additional duties. 

[bookmark: _Toc149316467][bookmark: _Toc125355876][bookmark: _Toc124923044][bookmark: _Toc124922991][bookmark: _Toc124922938]4.6	Rape Crisis North East Pension Scheme
4.6.1	Rape Crisis North East operates a non-contributory pension scheme as and from 1st June 2009.  The details of the scheme will be provided upon completion of probation.


































5. [bookmark: _Toc149318403][bookmark: _Toc149316470][bookmark: _Toc125355879][bookmark: _Toc124923047][bookmark: _Toc124922994][bookmark: _Toc124922941]STAFF TRAINING & DEVELOPMENT

In order to integrate the guiding principles articulated in the Strategic Plan of being a learning organisation, Rape Crisis North East aims to foster a culture of learning in the organisation.  It recognises the value of creating training and development opportunities for staff members and aims to create a positive learning environment, which will lead to enhanced professional and personal performance. 
 
Training and development programmes may take place internally or externally.

[bookmark: _Toc149316471][bookmark: _Toc125355880][bookmark: _Toc124923048][bookmark: _Toc124922995][bookmark: _Toc124922942]5.1	Induction Training
0. Members of staff who are new to Rape Crisis North East or existing staff who have been appointed to a different job within the organisation will participate in a full induction programme so that she/he can settle in as quickly as possible and start carrying out their duties effectively.  Each new staff member will receive a standard information joining pack.

Ensuring that the employee undertakes the full induction programme will be the responsibility of RCNE Manager.

[bookmark: _Toc149316472][bookmark: _Toc125355881][bookmark: _Toc124923049][bookmark: _Toc124922996][bookmark: _Toc124922943]5.2	Support & Supervision/Annual Appraisal
0. The Board recognises its responsibility to ensure that all employees have access to regular support and supervision (S&S) for their work.  The purpose of these sessions is to provide the staff member with a forum/space to discuss their work plan and report and also to bring up any issues of concern. 
0. Support and Supervision will include an annual appraisal for each employee.  This is a two-way process involving the Manager and employee.  The purpose of the annual appraisal is to:
· ensure that the requirements of the position are fulfilled
· to give feedback to the employee on her/his performance
· to identify any additional training needs
· to review her/his work over the past year
· to plan objectives for the year ahead

It is also a regular part of the appraisal to review the employee’s job description and to decide by agreement of both parties how it is to be updated if necessary.  Employees have the right to be fully informed of the outcomes of the appraisal.

5.2.3	This support and supervision is in addition to any clinical supervision required by counsellors and helpline staff.  Please refer to the Clinical Supervision Policy for additional information.

0. [bookmark: _Toc149316473][bookmark: _Toc125355882][bookmark: _Toc124923050][bookmark: _Toc124922997][bookmark: _Toc124922944]Training and Development Programmes
[bookmark: _Toc125355883]5.3.1	It is the responsibility of RCNE Manager through Support and Supervision to agree a personal development plan with each member of their team for the year ahead.  The purpose of this is to identify development and training needs which relate to the achievement of organisational objectives and targets and/or the future potential of employee.  In addition to formal training and educational courses, development opportunities can include on the job training and mentoring.

0. [bookmark: _Toc149316474][bookmark: _Toc125355884]Rape Crisis North East Training and Development Budget
5.4.1	RCNE recognises the importance of training and development and strives to incorporate this in their annual budget. 

0. [bookmark: _Toc149316475][bookmark: _Toc125355885][bookmark: _Toc124923051][bookmark: _Toc124922998][bookmark: _Toc124922945]Application for External Training & Development Courses
0. The following are the conditions for applications:
· Employees must have worked with the organisation for a minimum of 12 months. 
· All applications must be in writing.
· The applicant must demonstrate the relevance of the course either to their professional or personal development.
· The employee’s Manager will consider all applications.  
· The ability of the organisation to commit resources at the time the application is made.

If the course is approved and subject to funding availability, financial assistance will be provided in accordance with the conditions of the annual training and development budget.  Employees who do not complete a course of study undertaken with financial assistance may be asked to reimburse the organisation.

0. [bookmark: _Toc149316476]Training, study and exam leave
5.6.1	Paid leave will be granted to a staff member who is undertaking an approved course for study and/or exam leave.  The maximum number of days allowed will be six days in any calendar year.  TOIL will be granted to employees who attend a course or training which is required for their job, approved by their Manager and which takes place outside their normal working hours. 
6. [bookmark: _Toc149318405][bookmark: _Toc149316478][bookmark: _Toc125355887]
TRAVEL & EXPENSES

Preamble
It is the policy of Rape Crisis North East that no employee or volunteer should be out of pocket for any expenses necessarily incurred in carrying out their duties.  Rape Crisis North East promotes an environmental ethos and encourages the use of environmentally friendly modes of transport e.g. walking and cycling.

[bookmark: _Toc149316479][bookmark: _Toc125355888][bookmark: _Toc124923053][bookmark: _Toc124923000][bookmark: _Toc124922947]6.1	Travel 
RCNE ‘cost of journey between home and work or vice versa is not claimable.  When staff travel from home to place other than normal work destination or vice versa they may claim for the cost of the journey or from wk place to place visited’.

6.1.1	Public transport
Staff are encouraged to use public transport wherever possible.  Reimbursement will be based on the production of a valid receipt. 
6.1.2	Motor mileage rates
Staff using their own car will be reimbursed in accordance with Rape Crisis North East Motor Mileage Rates.  This will be reviewed regularly and will take cognizance of HSE Rates.  Details of current rates are available from Rape Crisis North East Manager.
6.1.3	Other forms of transport
Other approved transport expenses will be reimbursed subject to the appropriate forms and receipts being approved and submitted. 

[bookmark: _Toc149316480][bookmark: _Toc125355889][bookmark: _Toc124923054][bookmark: _Toc124923001][bookmark: _Toc124922948]6.2	Subsistence
6.2.1	Staff who travel in the performance of their duties and incur an expense within reasonable limits such as a meal or overnight stay will be reimbursed their expenses subject to the appropriate forms and receipts being submitted and approved by Manager. 

6.3	Mobile Phones
6.3.1	Mobile phones may be provided to staff occupying certain positions within Rape Crisis North East.  These phones are for business usage only and Rape Crisis North East pays the full cost of the invoice.  If a staff member does have to make personal use of the phone, then they are expected to reimburse Rape Crisis North East the appropriate amount.  The staff member should contact the Manager to discuss this payment.  Business phones may be used in the case of emergency.

6.4	Other Out of Pocket Expenses
[bookmark: _Hlk46065702]6.4.1	Other incidental expenses, which an employee incurs in carrying out their duties, will be reimbursed on production of a valid receipt and upon approval by their Manager. 

[bookmark: _Toc149316482][bookmark: _Toc125355891][bookmark: _Toc124923056][bookmark: _Toc124923003][bookmark: _Toc124922950]6.5	Off-Site Working Expenses
6.5.1	Staff who work either regularly or from time to time, may be entitled to claim for expenses incurred in carrying out their duties at their off-site location.  These costs will typically relate to communication charges (internet usage, fax, telephone, power usage, etc.).  Please refer to the detailed policy on off site-working in Chapter 14.

6.6	Expense Claims
6.6.1	Claims for any of the above allowable expenses, should be made using the appropriate form, include the relevant supporting documentation and be signed by RCNE Manager.  Information and assistance on completing expense claims is available from RCNE Manager. 
7. [bookmark: _Toc149318407][bookmark: _Toc149316484][bookmark: _Toc125355893][bookmark: _Toc124923058][bookmark: _Toc124923005][bookmark: _Toc124922952]
COMMUNICATIONS & RELATIONS WITH STAFF

[bookmark: _Toc149316485][bookmark: _Toc125355894][bookmark: _Toc124923059][bookmark: _Toc124923006][bookmark: _Toc124922953]7.1	Confidentiality
7.1.1	Employees are required at all times to maintain confidentiality in respect of matters which come to their knowledge in the course of their work.  All employees of Rape Crisis North East are required to sign a Rape Crisis North East Confidentiality Agreement.  Any issues of concern should be raised with the Manager in the first instance.  Breach of confidentiality may constitute cause for disciplinary action.

7.2	Personnel Files
0. A file will be kept for each employee recording salary, increments, annual leave, sick leave details, medical certificates, records of appraisals, disciplinary or grievance procedures, interview notes, etc.  Employees are entitled to inspect their own personal file upon application to RCNE Manager.

[bookmark: _Toc149316486][bookmark: _Toc125355895][bookmark: _Toc124923060][bookmark: _Toc124923007][bookmark: _Toc124922954]7.3	Internal Communications
0. It is the aim of Rape Crisis North East to develop and maintain open and transparent communication lines at all levels within the organisation.  Regular staff meetings will be held to provide a space for all staff to raise issues and express opinions as well as share information on the activities of the organisation. 
[bookmark: _Toc149316487][bookmark: _Toc125355896][bookmark: _Toc124923061][bookmark: _Toc124923008][bookmark: _Toc124922955]
Trade Union Membership
0. Rape Crisis North East Board of Directors will determine, in consultation with staff, which union(s) are recognised.  Trade union fees can be paid by direct deduction from the staff member’s salary. 
0. Staff members who act as union representatives will be given reasonable time to carry out their duties during normal office hours.  They will also be entitled to TOIL for any Union meetings, which the organisation requires them to attend outside office hours.  Staff representatives will also be encouraged to undertake relevant union training before taking up their duties. 

[bookmark: _Toc149316488][bookmark: _Toc125355897][bookmark: _Toc124923062][bookmark: _Toc124923009][bookmark: _Toc124922956]7.5	Respect & Dignity in the Workplace
7.5.1	Staff members can expect to be treated with respect and dignity.  Equally staff members are expected to treat Rape Crisis North East affiliates, the Board of Directors, members of the public and their colleagues with courtesy and consideration.  Please see the separate Dignity & Respect Policy

[bookmark: _Toc149316489][bookmark: _Toc125355898][bookmark: _Toc124923063][bookmark: _Toc124923010][bookmark: _Toc124922957]7.6	Media policy
7.6.1	Rape Crisis North East accesses the press and media on a regular basis to raise awareness about various issues and events.  Only appropriately appointed staff and nominated Board of Directors will carry out this work.
[bookmark: _Toc149318408][bookmark: _Toc149316490][bookmark: _Toc125368134][bookmark: _Toc125355899]








8. [bookmark: _Toc149318409][bookmark: _Toc149316491][bookmark: _Toc125355900][bookmark: _Toc124923064][bookmark: _Toc124923011][bookmark: _Toc124922958]DISCIPLINARY POLICY & PROCEDURES

[bookmark: _Toc149316492]Introduction
It is the intention of Rape Crisis North East to amicably resolve, wherever possible, disciplinary matters regarding employee conduct.

The delivery of a high-quality service requires all staff to adhere to high standards of work performance, conduct and attendance.  The purpose of this disciplinary procedure is to ensure that all staff maintains the required standards by making them aware of any shortcomings and identifying how the necessary improvements can be achieved.

RCNE Manager is responsible for making employees aware of the standards of attendance, work and conduct expected from them and for dealing with shortcomings promptly and fairly.  In general, the staff members Manager will deal with the issue on an informal basis through discussion and appropriate assistance rather than through the formal disciplinary procedure.  If, following the informal discussion stage, the staff member continues to fail to meet the required standards then the disciplinary procedure should be invoked.  The purpose of the disciplinary procedure is to help the staff member to achieve the necessary improvements and to prevent any recurrence.

8.1	Application
8.1.1	This procedure shall apply to all employees and volunteers of Rape Crisis North East subject to the relevant contracts of employment.

[bookmark: _Toc149316493]8.2	Examples 
8.2.1	The following are examples of conduct which may lead to disciplinary action under this procedure.  These examples are illustrative but not exhaustive:
· Persistent poor time keeping
· Unsatisfactory attendance record
· Poor work standards (failure to meet job requirements)
· Breach of health and safety rules
· Bullying, harassment or sexual harassment
· Breach of internet/e-mail policy
· Refusal to obey reasonable instructions/persistent non-cooperation with staff members or management.
· Negligence in the performance of duties
· Being unfit for work because of misuse/consumption of alcohol or drugs

8.3	Disciplinary Procedure - General Principles
a)	Every effort will be made by the employee's Manager to address shortcomings in work standards, conduct or attendance through informal discussion without invoking the disciplinary procedure. 
b)	While the disciplinary procedure will normally be operated on a progressive basis, the Manager may by pass stages 1 and/or 2 should the nature of the employee's performance, conduct or attendance warrant such action. 
c)	No decision regarding disciplinary action will be made until a formal disciplinary hearing has been convened and the employee has been afforded an opportunity to respond. 
d)	The employee will be advised of her/his right to be accompanied by representative of her/his choice or a trade union representative at any meeting under the formal disciplinary procedure. 
e)	The employee will be advised in advance of the disciplinary hearing of the precise nature of the complaint against him or her and will be given copies of any relevant documentation.  The advance notice given will depend on the stage of the procedure but will normally be at least a week's notice. 
f)	The Board of Directors will ensure that a proper investigation of the facts is carried out.  This may involve interviewing all parties involved. 
g)	The employee will be afforded the opportunity to state his or her case and challenge any evidence that may be relied upon in reaching a decision. 
h)	In the interest of confidentiality, Disciplinary Meetings (informal or formal) will take place at an appropriate off-site venue unless immediate action is necessary as in the case of gross misconduct and the meeting would normally take place in an appropriate meeting area of the office. 
i)	The Manager will not prejudice the outcome of the hearing and will take into account any mitigating circumstances before deciding on appropriate action. 
j)	An employee may be put off duty with pay pending the outcome of an investigation. 
k)	It will be considered a disciplinary offence to intimidate or exert pressure on any person who may be required to attend as a witness. 
 l)	In addition to the issuing of warnings, an employee may be subject to disciplinary sanctions (at Stage 4), short of dismissal as follows: 
· Withholding/deferral of an increment
· Demotion
· Redeployment to another task or section of the organisation
· Suspension without pay
m)	Management who have responsibility for implementing disciplinary procedures should have a thorough knowledge of them and know how to conduct disciplinary interviews and hearings.  Management will ensure that they receive adequate training for this important responsibility. 
n)	Intention to initiate disciplinary action in the form of final written warning, suspension with or without pay and removal from employment shall be with the consent of the Staff Liaison Committee. 
o)	All allegations of gross misconduct shall be dealt with by RCNE Manager or her nominee, the Staff Liaison Committee and/or their nominee.  
p)	An employee may appeal against a disciplinary decision or any aspect of the disciplinary proceedings through the appeals procedure. 
q)	An Appeals Committee will be formed from time to time by the Board of Directors but at least once at the beginning of their term of office.  The Committee will comprise 3 persons of which at least 50% will attend each hearing.  The Committee may seek external advice/expertise if it is deemed necessary and in consultation with the Chairperson. 
r)	Any member of the Board who has previously been involved in the case of a specific Appeal cannot sit on the Appeals Committee. 

8.4	Informal Disciplinary Procedure.
In general, any issues in relation to an employee's work or conduct will be resolved between the Manager and the employee in their Support and Supervision sessions.
However, where it becomes apparent that the issue is not capable of being resolved in Support and Supervision then a separate meeting will be held to address the issue in question.

This meeting is an informal method of dealing with shortcomings in an employee's attendance, work or conduct without invoking the disciplinary procedure.  The objective is to alert the employee to her/his shortcomings and to decide what measures should be taken to bring about the required improvements

The following principles apply for this meeting:
· The employee shall be given precise details of the specific aspects of her or his attendance, work or conduct that require improvement.
· The employee shall be given the opportunity and a reasonable time period to respond to complaints and careful consideration shall be given to any explanations given.
· Having made the employee aware of deficiencies in her/his attendance, work or conduct, the Manager shall identify any measures that can be taken to assist the employee and formulate an action plan for achieving the required improvements.
· Details of the meeting and any follow-up action agreed shall be documented and signed by both parties.

8.5	Formal Disciplinary Procedure 
Where an employee's conduct, attendance or work does not meet the required standards despite informal meeting, the matter will be dealt with under the formal disciplinary procedure.  At all stages of the procedure the principles outlined in 8.3 above will apply.

The stages of the disciplinary procedure are as follows:

Stage One - Formal Verbal Warning
An employee whose attendance/conduct/work falls below the required standards will normally be issued with a formal verbal warning by her/his Manager for a period of six months.  The employee will be advised of the precise nature of the complaint, the improvements required and the agreed timescale for improvement.  She/he will be advised that the warning constitutes the first stage of the disciplinary procedure and failure to improve may result in further disciplinary action under stage 2 of the disciplinary procedure.  An agreed record of the warning will be kept on the employee's personnel file and will be removed after six months, subject to satisfactory improvement during this period.

Stage Two - First Written Warning
If the employee fails to make the necessary improvements or if the poor attendance/conduct/work is more serious she/he will normally be issued with a formal written warning by her/his Manager for a period of 9 months.  The written warning will give details of the complaint, the improvements required and the timescale for improvement.  The employee will also be advised that failure to improve may result in the issuing of a final written warning under stage 3 of the disciplinary procedure.  The warning will be removed after 9 months subject to satisfactory improvement during this period.  The Staff Liaison Committee will be informed where a first written warning is implemented. 

Stage Three - Final Written Warning
If the employee fails to make the necessary improvements, she/he will normally be issued with a final written warning by her/his Manager for a period of up to 12 months (this period may be extended in exceptional circumstances).  The warning will give details of the complaint, the improvements required and the timescale for improvement.  The employee will be advised that failure to improve may lead to dismissal or some other sanction short of dismissal under stage 4 of the disciplinary procedure.  The warning will be removed after the specified period subject to satisfactory improvement during this period.

Stage Four - Dismissal or Other Sanction
Failure to meet the required standards of attendance, conduct or work following the issue of a final written warning may result in a decision to dismiss by RCNE Manager.  Alternatively, the Manager may decide to impose a disciplinary sanction short of dismissal.

8.6		Gross Misconduct
The following are some examples of offences for which the progressive stages of the disciplinary procedure (as outlined above) would not apply and which may result in dismissal without notice.  These examples are illustrative but not exhaustive.

8.6.1	Examples of Gross Misconduct
· Fraud or deliberate falsification of documents.
· Breach of confidentiality policy
· Deliberate damage to property.
· Deliberately bringing the organisation into disrepute.
· Gross negligence or dereliction of duties.
· Repeated breach of the organisation policies.
· Gross insubordination.
· Violent or threatening behaviour.
· Theft.
· Incapacity to perform duties due to being under the influence of alcohol, drugs or illegal substances.
· Serious breach of health and safety rules.
· Serious abuse of telephone, e-mail, internet usage and other facilities.
· Serious breach of any of the organisation's employment policies.

8.6.2	Investigation
In all cases of alleged serious misconduct, a full investigation will be carried out to establish the facts in accordance with the following principles:
· The investigation will be conducted thoroughly and objectively and with due respect for the rights of the employee in natural justice, including a presumption of innocence.
· The investigation will be governed by clear terms of reference.
· Every effort will be made to carry out the investigation without undue delay and to adhere to the agreed timescales.  However, the timescales may be extended in exceptional circumstances e.g. due to unavailability of key witnesses.
· The employee will be advised of the right to be accompanied by a union representative or representative of their choice throughout the investigation.
· It will be considered a disciplinary offence to intimidate or exert pressure on any person who may be required to attend as a witness.
· The employee may be suspended with pay pending the outcome of the investigation.  Suspension with pay is a precautionary measure and not a disciplinary sanction.  Suspension will only be imposed after careful consideration and alternative measures such as reassigning the employee to suitable alternative duties pending the outcome of the investigation, will be considered.
· On completion of the investigation, the investigator(s) will submit a written report of their findings and recommendations to RCNE Manager and the employee.  If the outcome of the investigation is that there is a reasonable belief that the employee is guilty of the alleged misconduct, a disciplinary hearing may be convened under stage 4 of the disciplinary procedure to determine the appropriate disciplinary sanction.

The investigation will be carried out by RCNE Manager and the Staff Liaison Committee.  Where the investigation is concerning the Manager, it will be conducted by the Staff Liaison Committee and their nominee.

8.7	Appeals Procedure
a)	The employee will be informed of her/his right to appeal, and how to exercise that appeal, at all stages of the disciplinary procedure. 
b)	Appeals will be heard by an Appeals Committee.
c)	An appeal should be made within 7 working days of the decision by notifying the Chair of the Appeals Panel in writing.  The appeal must state the grounds on which the appeal is being made.  The appeal will be heard as soon as possible but not more than 20 working days from the receipt of notification from the employee.
[bookmark: _Hlk486681782]d)	An appeal hearing is not intended to repeat the investigation process but to address specific issues which the employee feels have not received sufficient consideration, such as: 
· Mitigating circumstances
· Procedural deficiencies
· Severity of the sanction imposed
9. [bookmark: _Toc149318411][bookmark: _Toc149316495][bookmark: _Toc125355902]
GRIEVANCE POLICY & PROCEDURES

[bookmark: _Toc149316496][bookmark: _Toc125355903][bookmark: _Toc124923066][bookmark: _Toc124923013][bookmark: _Toc124922960]Introduction
Rape Crisis North East is committed to ensuring that all employees have the right and opportunity – and that procedures are in place – to express and discuss any problems, concerns or grievances they may have about their employment.

Rape Crisis North East gives full recognition to the significance of personal grievances and is committed to ensuring that they will be dealt with in a sensitive and effective manner without undue delay.  Poor grievance handling can affect staff morale while an effective process can be an important means to release pressures and tension that build up in the workplace.  Rape Crisis North East aims at all times to maintain good communication channels and to operate an open-door system in the organization, to ensure that issues or misunderstandings can be resolved at an early stage.

The purpose of the grievance procedure is to provide a formal method for an individual member of staff to take up a concern or complaint with management, colleagues and volunteers. 

The aim of the procedure is to enable employees to express any problems or concerns, which they may have, and to have them resolved quickly and satisfactorily.

Employees are expected to make efforts to resolve grievances first of all directly with the person/people concerned.  The grievance procedure will then be used when these efforts are ineffective.

9.1	Grievance Procedure – General Provisions
9.1.1	Employees may at all stages in this procedure be advised or accompanied by a staff colleague, staff representative(s), trade union representative or another representative of their choice, or may elect to have these persons present the complaint on their behalf.
9.1.2	Management will keep a written record of each meeting, which will include details of the employee’s case, the response of management and the outcome of the meeting.  The employee will be asked to agree and sign the record of the meeting, after consultation with her/his representative.  Copies of the record will be given to everyone who attended the meeting.
9.1.3	At the end of every stage of the procedure, the employee will be advised of what to expect at the next stage.
9.1.4	Time limits may be changed at every stage by mutual consent.  The date and time of grievance hearing(s) will be agreed between the employee, (union) representative and management (and where relevant, the person(s) who are the subject of the grievance).
9.1.5	The employee and (union) representative will be allowed adequate time to prepare the employee’s case.
9.1.6	Every effort will be made to resolve the grievance at each stage.
9.1.7	An employee may proceed from Stage 2 directly to Stage 4 if they are genuinely of the view that the circumstances surrounding the grievance warrant it.
9.1.8	The proceedings will remain confidential to the employee, her/his representative and management.  In the event where the complaint is being made against another employee, she/he will also be provided with information on the proceedings.
9.1.9	Any change to the employee's terms and conditions which relate to the grievance will be made only on a without prejudice basis to the outcome of the grievance.
9.1.10	Copies of correspondence and written records relating to the grievance will be kept in the employee’s personal file.  This information will be destroyed after twelve months at the request of the employee unless the Staff Liaison Committee has an important reason not to do so.  Where appropriate, as when manager involved in grievance, the Board of Directors will decide on non-destroying of records.

[bookmark: _Toc149316497][bookmark: _Toc125355904][bookmark: _Toc124923067][bookmark: _Toc124923014][bookmark: _Toc124922961]9.2	Grievance Procedure – Stages
Note that at all of the stages outlined below the general provisions outlined above will apply.  Employees should be aware that at all stages they are entitled to be represented as outlined in 9.1.1 above.

Stage 1
The employee will raise the matter with her/his Manager.  The Manager will investigate the grievance and will do her/his best to resolve the matter as soon as possible and in any event within 10 working days.
If the employee’s grievance is with the Manager, the employee will raise the matter with the staff liaison committee, who will investigate the grievance and do their best to resolve the matter as soon as possible.

Stage 2
If the matter is not resolved at Stage 1, the employee should then request a meeting with the Manager.  This meeting will be between the Manager and the employee involved.  The grievance will be heard and responded to within 15 working day

If the matter is still unresolved and the Grievance is with the Manager, the Staff Liaison Committee will meet with the Manager and Staff member involved.  The grievance will be heard and responded to within 15 working days.

Stage 3
If the matter is still unresolved, the complaint may be made in writing to the Staff Liaison Committee.  A hearing of the complaint will be held as soon as possible (but not later than 15 working days from the receipt of the formal notification of the grievance from the employee).  It will be held by the Staff Liaison Committee and 2 Directors of Rape Crisis North East Board.

If the matter is still unresolved and is against the Manager, the complaint may be made in writing to the Staff Liaison Committee.  A hearing of the complaint will be held as soon as possible (but not later than 15 working days from the formal receipt of the grievance from the employee).  It will be held by the Staff Liaison Committee and 2 Directors of Rape Crisis North East Board.

Stage 4
Should the matter remain unresolved, the Board of Directors may refer it to the Labour Relations Commission for conciliation or for a hearing by a Rights Commissioner or an agreed third party.  If still unresolved it will be referred to the Labour Court for formal investigation.  It can also be referred to the Office of Equality Investigation, as appropriate. 
10. [bookmark: _Toc149318413][bookmark: _Toc149316499][bookmark: _Toc125355906][bookmark: _Toc124923068][bookmark: _Toc124923015][bookmark: _Toc124922962]
TERMINATION OF EMPLOYMENT
[bookmark: _Toc149316500][bookmark: _Toc125355907][bookmark: _Toc124923069][bookmark: _Toc124923016][bookmark: _Toc124922963]
10.1	Termination
Except in circumstances justifying immediate termination of your employment, you will be entitled to receive the appropriate period of notice set down in the Minimum Notice and Terms of Employment Act, 1973-2001.   The Company reserves the right to give payment in lieu of notice.
Less than 13 weeks’ service:	Nil
13 weeks – 2 years:		1 week
2 – 5 years:			2 weeks
5 – 10 years:			4 weeks
10 – 15 years:			6 weeks
15 years +:			8 weeks

[bookmark: _Hlk50366588]If you choose to terminate your employment with us prior to expiry of the fixed term, you will be required to give 4 weeks’ notice in writing to your Manager.   For various business reasons, however, the Company may decide to accept your resignation on the date it is given rather than wait for your notice period to expire.     

Nothing in this contract prevents the giving of a lesser period of notice by either party where it is agreed between them.

You are required to return all company related equipment and material on resignation, and are reminded of your contractual agreement regarding confidentiality. 


10.2 Resignation 
10.2.1	All employees are required to give written notice as per the terms of their contract unless otherwise stated.  In the absence of a specified notice period in the contract applicable legislation will apply.

10.2.2	The length of notice by either party can be changed by agreement; however, the legal rights under the Act are not waived by any such agreement.

10.2.3	Upon departure, the staff member will receive all payment due to her/him, including accrued annual leave and any pension entitlements which will be transferred in accordance with the terms of the pension fund.  A record of the annual leave due to the employee will be given to her/him in advance of her/his departure date.

10.2.4	In certain circumstances salary may be paid in lieu of notice.

10.2.5	An exit interview will be carried out.

10.3	Retirement
10.3.1	Retirement age is as set out in the contract of employment or pension arrangements of the employee.  There is no single fixed retirement age for employees in Ireland.

10.4	Redundancy
10.4.1	Rape Crisis North East aims to maintain security of employment for all its employees.  It will plan and organise its workforce requirements, in line with its Strategic Plan and funding.  However, from time to time it may be necessary to reduce the number of people employed or hours of work, due to for example, a reduction in funding or a change in organisational direction.  Any reduction will be brought about as fairly as possible and with as much consultation with employees and their representatives as is practicable in accordance with the guidelines below: 

10.4.2 When it becomes clear that redundancy may be necessary, all or some of the measures outlined below (dependent on the circumstances) will be undertaken, to minimise any job losses.

This process will be undertaken in consultation between the Board Employment sub-committee, management, staff and trade union representatives:
· A review of staffing needs over the next six months;
· Restrictions on recruitment in the area concerned to allow for natural turnover or a restriction on any recruitment in the organisation for a certain period of time;
· Transfer or retraining to other areas or positions where it is economically and practically possible;
· In the first instance, the organisation may offer voluntary redundancies.  Criteria for selection would be based on the retention of key skills and experience;
· In the situation of a funding crisis, options of reduced time, unpaid leave or other such action will be explored with agreement of staff;
· In the event that redundancy becomes necessary the Manager will keep the Board informed at all stages.

10.5	Compulsory Redundancy 
10.5.1	If after carrying out the above process, compulsory redundancy is unavoidable, the organisation will abide by the provisions of the relevant legislation (Redundancy Payments Act 1967-2003 and Protection of Employment Act, 1977 as amended).  Details of this will be available from Rape Crisis North East Manager. 

10.5.2	An employee who is made redundant will be entitled to the relevant statutory payment under the terms of the Redundancy Payments Acts 1967-2003.  In addition to statutory payments management may make a recommendation to the Board in relation to the formula of an ex-gratia payment which will be in accordance with service.  This will be subject to funding and approval by the Board.

10.5.3	Rape Crisis North East shall offer support and help to staff members who have been made redundant in finding new employment opportunities and time off for job search and interviews will be provided.  Assistance with matters in relation to tax, social welfare and pensions will also be available. 






11. [bookmark: _Toc149318415][bookmark: _Toc149316501]HEALTH & SAFETY POLICY

Introduction
Rape Crisis North East is committed to ensuring the health, safety and well being at work of its employees, volunteers, student interns, contractors and visitors.  It is committed to providing and maintaining a safe place of work, safe systems of work, safe equipment and safe procedures, in so far as is reasonably practicable, and in accordance with relevant legislation.  This policy sets out Rape Crisis North East programme for managing and safeguarding Health and Safety.  It includes a Health and Safety Statement; the obligations of Management and Employees; policies on specific health and safety issues.  Please see standalone Health & Safety Policy.  

Legislation
The main legislation governing this area is The Safety, Health and Welfare at Work Act 2005 which requires all employers to comply with its conditions. 

11.1	Aims of the Policy
The purpose of the Health, Safety and Welfare Policy of Rape Crisis North East is to:
· take all practical steps to safeguard the health, safety and welfare of all employees, volunteers, contractors, student interns and visitors to its premises.
· provide adequate working conditions for our employees with proper facilities to safeguard their health and safety and to ensure that any work which is undertaken minimises risks to health or safety.
· encourage employees to co-operate with the organisation in all safety matters.
· outline specific Health, Safety and Welfare policies as necessary.  At present, these are:
· Alcohol and Drug Abuse Policy
· Stress at Work Policy
· Bullying and Harassment Policy (see Chapter 13)
· Visual Display Units Policy

11.2	Duties of Employer and Management
RCNE Manager is responsible, in accordance with legislation, to ensure as far as is reasonably practicable, the safety, health and welfare of all employees.  In particular the Manager has a duty to:
· Manage and conduct work activities to ensure safety of her/his employees and to prevent improper conduct or behaviour;
· Design and maintain workplace to ensure it is without risk;
· Design and maintain a safe means of access and exit;
· Ensure maintenance of fittings, furniture and equipment used in work;
· Ensure the prevention of health risk relating to exposure to noise, vibration and/or ionising or other radiation or any other physical agents;
· Ensure systems of work are planned, organised, performed maintained and revised to prevent risk to health;
· Provide and maintain welfare facilities and arrangements for employees and volunteers;
· Provide information, instruction, training and supervision in a language that is likely to be understood;
· Train employees and volunteers on induction, transfer, change of task, or the introduction of new systems of work or new equipment or technology;
· Ensure a safe system of work and that they are revised as appropriate;
· Have in place a written risk assessment and safety statement.  These should be reviewed annually or when there has been significant change in matters relating to health and safety.
· Bring the safety statement to employee’s attention annually;
· Require contractors to be in possession of an up-to-date safety statement;
· Undertake health surveillance appropriate to the risks identified;
· Provide information relating to potential risks, health surveillance and any special qualifications or skills required to fixed term and/or temporary workers;
· Prepare emergency plans and procedures;
· Provide and maintain suitable personal protective clothing and equipment;
· Protect against risks to health and safety from articles (any type of work equipment or apparatus) and substances;
· Employ or engage competent advice services in the area of health and safety.  Provide them with adequate information on the health and safety arrangements on site.

11.3	Duties of employees
In general, employees must:
· Comply with relevant safety and health laws; 
· Take reasonable care for their own and their fellow workers safety and health, who may be affected by their acts or omissions; 
· Not be under the influence of an intoxicant at the place of work to the extent that they may endanger their own or others safety; 
· If reasonably required by their employer, submit to appropriate, reasonable and proportionate tests by or under the supervision of a registered medical practitioner (for certain activities, this require specific regulations); 
· Co-operate with their employer and others to ensure safety and health at work; 
· Not engage in improper conduct or behaviour; 
· Use personal protective clothing and equipment in the appropriate manner; 
· Cooperate with their employer and not do anything which would place themselves or others at risk; 
· Attend training and undergo assessment as may be required and make correct use of any article or substances provided for use; 
· Report all defects immediately to their immediate Manager, including defects in the systems or workings of fittings, furniture, equipment and premises, which pose a danger; 
· Inform their employers if they become aware that they are suffering from any disease or impairment, which would affect their or others safety in the work they perform; 
· Not misrepresent herself/himself to an employer with regard to their level of training received. 

11.4	Safety Statement
RCNE Manager has drawn up a Safety Statement which is basically an action programme setting out how health and safety is managed in the workplace.  It is a practical tool for preventing/reducing accidents and ill health at work.  It is based on the principle that worker's health and safety can be managed and most accidents and certain illnesses can be prevented.

The Safety Statement must be kept up to date and will be reviewed annually.  In reviewing the Safety Statement, the Manager will consult with employees for the purposes of making arrangements for co-operation in promoting and developing health, safety and welfare at work. 

Employees have the right to make representations to RCNE Manager on safety, health and welfare issues and RCNE Manager will take account of any such representations, as far as it is reasonably practicable.

Employees are required to report any possible hazard or risk to the Manager and the appointed Safety Representative.  Employees are also required to report every accident (no matter how trivial) to the Safety Representative and the Manager.

Employees should be aware that breaches of the safety rules may result in disciplinary action, up to and including dismissal.  During induction employees will be made aware of the Safety Statement, Fire Evacuation Procedures and any hazards/risks specific to her/his area of work.  Employees are obliged to read the Safety Statement and sign off that they have read it.

11.5	Bullying and Harassment Policy
This is dealt with in Chapter 13 - Respect and Dignity at Work

11.6	Visual Display Units (VDU) / Display Screen Equipment (DSE) Policy
Management recognises its responsibility to ensure the implementation of the Safety, Health and Welfare at Work regarding the safe operation of Display Screen Equipment.  The definition of Display Screen Equipment is comprehensive in that the regulations not only cover the Display Screen/VDU or computer but also the workstation, which includes all that assembly which goes with computers: screens, keyboards, modems, printers, work chairs, desks etc and the immediate working environment.

Rape Crisis North East Manager is responsible for:

· carrying out an analysis of workstations in order to evaluate the risk to eyesight, the risk of stress and physical risks
· taking appropriate measures to rectify any risks and ensuring the comfort of employee
· ensuring that employees who will be working for more than one hour continuously per day on a VDU have an appropriate eye test before beginning display screen work and at regular intervals thereafter
· providing training for employees in the use of workstations
· providing information about relevant health and safety factors
· ensuring that the employee has periodic breaks or a change of routine away from the display screen
· Where eye tests carried out by the doctor or optometrist reveal that particular lenses are required by an employee for VDU work, the basic costs of providing glasses (the special corrective appliances) or of new lenses where the employee already wears glasses will be borne by Rape Crisis Centre North East 





12. [bookmark: _Toc149318416]EQUAL OPPORTUNITIES / DIVERSITY POLICY

[bookmark: _Toc149318417][bookmark: _Toc149316502]Introduction
Rape Crisis North East is committed to ensure equal opportunities and to accommodate diversity in the workplace.  It recognises the importance of employment equality as a means of developing the full potential of all employees and of creating a climate in which equal opportunities are a reality both in attitude and the practice of employment.

The organisation and its employees commit themselves to equality of opportunity and to eliminate all forms of discrimination particularly as defined under the terms of the Employment Equality Acts of 1998 and 2004.  The organisation is also committed to a programme of action to make this policy effective and that this policy cross cuts all its policies and procedures.

12.1	Aims of the Policy
The purpose of the equal opportunity/diversity policy is:
a)	To ensure that the organisation fulfils its legal obligations as outlined in the Employment Equality Acts 1998, 2004 and 2015 and the Equal Status Act 2000.
b)	to create a workplace which provides for equal opportunities for all staff and potential staff and where their dignity is protected and respected at all times.  This requires the development and implementation of practices and procedures which encompass the following aspects of employment:
· Recruitment and Selection
· Training and Work Experience
· Promotion and re-grading
· Conditions of Employment
· Role of Managers
· Dignity at Work
c)	to eliminate and prevent any form of discrimination (i.e. less favourable treatment), whether direct or indirect, against staff or prospective staff members and volunteers. 

12.2      Legislation 
The main pieces of legislation and employment practices covering equality issues are as follows:

12.2.1    The Employment Equality Acts 1998 and 2004
The Employment Equality Act, 1998 outlaws discrimination and harassment in employment on the basis of nine grounds.

The Act defines two types of discrimination:

Direct Discrimination
Direct discrimination occurs where a person is treated less favourably than another person on any of the nine prohibited grounds* as follows:
 gender
· marital status
· family status
· sexual orientation
· religious belief
· age
· disability
· race
· membership of the Traveller community

*(A ground means a person or group of people belonging to that grouping e.g. Religion - because s/he is of a particular religion or has no religious belief, or has a particular religious background or outlook).

Indirect discrimination
Indirect discrimination occurs when a person is obliged to comply with a condition of employment which is not essential to the job, but with which by its nature a substantially greater proportion of other persons is able to comply, where the inability to comply is based on or linked to one of the prohibited grounds.

Positive action
The Act allows positive action in relation to the groups outlined under the nine grounds.  In practice, this means that the organisation can make additional efforts to recruit, employ and promote members of groups which may be traditionally excluded.

12.2.2    Equal Status Act 2000
The Equal Status Act 2000 aims to promote equality and prohibit discrimination and harassment and related behaviour in connection with the provision of goods and services, property and other opportunities to which the public generally or a section of the public has access, on similar grounds as those contained in the Employment Equality Act, 1998.

12.3        Employment and Conditions of Staff
It is the policy of the organisation that the principles and practices of equality of opportunity should apply to all conditions of service including the following:

12.3.1     Recruitment and Selection
The full recruitment and selection procedures followed by the organisation are laid out in Appendix 1 of the Employment Policy.

Rape Crisis North East believes that the composition of our workforce should as far as is practicable and within the context of relevant employment legislation, broadly reflect the diversity of the community in which we are based/which we serve, particularly in terms of the members of the groups outlined under the nine grounds.

Recruitment methods and documentation will contain nothing of a discriminatory nature and will encourage applications from all potential candidates.  Selection will be on merit and those who are successful shall demonstrate their suitability for appointment according to predetermined job-related selection criteria which will be consistently applied throughout the recruitment process.  Equality of opportunity will also include accommodating where possible the special needs of individuals to facilitate their participation in the recruitment and selection process.

12.3.2      Training and Career Development
Rape Crisis North East is committed to life-long learning.  All employees will have an equal opportunity to develop themselves whether by availing of training (including on the job training) or by gaining the necessary work experience.  Rape Crisis North East, in so far as is practicable, and in accordance with the requirements of the work situation, support staff development both from a personal and career perspective.
· Manager must not make assumptions about future career intentions or domestic responsibilities, which would adversely influence decisions about staff training and development.
· While responsibility for development rests jointly with the individual and their Manager, the Manager should ensure that all staff are informed of and encouraged to pursue personal and career development opportunities which are relevant and appropriate.
· Bias concerning any of the grounds specified in Equality legislation, should not be introduced into formal/informal staff review, appraisal or assessment systems.

12.3.3       Promotion or Reaching Potential
All staff will be encouraged to prepare, plan and consider themselves for promotion should the opportunity arise.  All eligible employees will be made aware of promotional opportunities and encouraged to compete.

Promotion will be decided on objective criteria relevant to the objectives of the job and will not be influenced by any of the nine grounds.

12.3.4       Conditions of Employment and Work/Life Balance
All employees will be offered the same terms of employment; the same working conditions and the same treatment.

Rape Crisis North East will, subject to the overall needs and requirements of the organisation make all reasonable effort to facilitate the needs of its staff to reconcile their personal and work/life requirements.  Requests for work life balance arrangements will be given consideration in all cases.  Rape Crisis North East offers a range of flexible working arrangements (as outlined in Appendix 2).

12.3.5       Role of Managers
Rape Crisis North East Manager will be trained and equipped to carry out the equal opportunities or diversity aspects of their people management role.  RCNE Manager has particular responsibility:
· to engender respect for difference and to accommodate diversity where appropriate.
· to assess whether the aims of the policy are being achieved.
· to measure the effect of action taken to promote and support the policy.
· to highlight areas where further action is required.

12.3.6       Dignity at Work
Rape Crisis North East has a separate Respect and Dignity Policy.

12.4	     Positive Action Programme
Rape Crisis Centre operates a positive action programme to ensure implementation of its equal opportunities policy and to ensure achievement of real equality.  The programme includes the following elements:
· training
· support and supervision
· information sessions and discussions
· ongoing review and evaluation of the practice and policy of the organisation
· keeping abreast of legislation and best practice developments in the field of equality.

Positive action measures are specifically permitted by the Employment Equality Act, 2004.

12.5	Communications and use of Language
Rape Crisis North East is committed to the use of non-discriminatory language in all its verbal communication, on its website and in its written documentation and promotional material.

12.6	Compliance with the Policy
All employees are required to comply with this policy and are responsible for ensuring its practical application.  Breach of any aspect of the Equal Opportunities Policy will be treated as misconduct under the organisation's disciplinary procedure.

12.7 	Procedure for Addressing Discrimination
If any employee considers that she or he has been treated less favourably on grounds as outlined in this policy then they should use the organisation's grievance policy to deal with the complaint.  Where the complaint is not upheld by management, staffs retains the right to pursue the complaint through existing statutory procedures, where these are appropriate

No employee will be penalised or treated less favourably because of pursuing rights by way of taking action, supporting action or giving notice of intention to take or support action under equality legislation.
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RESPECT & DIGNITY AT WORK

Introduction
Rape Crisis North East recognises the right of all employees to be treated with dignity and respect and is committed to ensuring that all employees are provided with a safe working environment which is free from all forms of bullying, sexual harassment and other types of harassment.  It recognises that workplace bullying and harassment can have a devastating effect on the health, confidence, morale and performance of those subjected to it and also those who witness it or have knowledge of it.

Under this Policy all employees, regardless of their position, have a responsibility to treat their colleagues with dignity and respect and to maintain a working environment where bullying and harassment is not tolerated.  Managers have a particular responsibility to promote dignity in the workplace by being alert to inappropriate behaviour and dealing promptly with incidents or complaints of bullying and harassment.

Statutory Redress
Nothing in this policy is designed to prevent a person from exercising her or his statutory entitlements under the Employment Equality Act, 1998 and the Industrial Relations Acts, 1946-2001.  Complaints under the Employment Equality Act must be brought within 6 months of the last act of discrimination.

13.1      Aims and objectives of policy
· to define what constitutes bullying, harassment and sexual harassment
· to outline roles and responsibilities under the policy
· to outline the procedure for dealing with allegations and complaints

13.2	What is Workplace Bullying?
Workplace bullying is repeated inappropriate behaviour direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment, which could reasonably be regarded as undermining the individual's right to dignity at work.

Complaints of bullying are sometimes difficult to articulate as it may involve a series of small, seemingly innocuous incidents, which culminate to create an intimidating and hostile working environment.

13.2.1     What Bullying is Not?
· An isolated incident of inappropriate behaviour may be an affront to dignity at work but, as a once-off incident, is not considered to be bullying, e.g. an occasional bout of anger. 
· Fair and constructive criticism of an employee's performance, conduct or attendance does not constitute bullying.
· Complaints relating to instructions issued by a Manager, assignment of duties, terms and conditions of employment or other matters which are appropriate for referral under the normal grievance procedure do not constitute bullying.  Complaints that are appropriate for referral under the normal grievance procedure are usually relatively straightforward to formulate as they refer to a specific issue or incident.
· Legitimate management responses to crisis situations which require immediate action or which arise from staff shortages, increased workload etc.

13.2.2	Examples of Bullying
The following are some examples of the type of behaviour, which may constitute bullying.  These examples are illustrative but not exhaustive:
· Constant humiliation, ridicule, belittling efforts - including in front of others.
· Verbal abuse, including shouting, use of obscene language and spreading malicious rumours.
· Showing hostility through sustained unfriendly contact or exclusion.
· Inappropriate overruling of a person's authority, reducing a job to routine tasks well below the person's skills and capabilities without prior discussion or explanation.
· Persistently and inappropriately finding fault with a person's work and using this as an excuse to humiliate the person rather than trying to improve performance.
· Constantly picking on a person when things go wrong even when she/he is not responsible.

13.3	What is Harassment?
Harassment is a form of discrimination in relation to conditions of employment on any of the eight grounds (other than gender) covered by the Employment Equality Act.  These grounds are:
· marital status
· family status
· sexual orientation
· religious belief (or none)
· age
· disability
· race
· nationality or ethnic national origin
· membership of the Traveller community

13.3.1	Definition of Harassment
Harassment is defined in the Act as follows:
Any act or conduct including spoken words, gestures or the production, display or circulation of written words, pictures or other material if the action or conduct is unwelcome to the employee and could reasonably be regarded as offensive, humiliating or intimidating.
Harassment is inappropriate behaviour based on the relevant characteristic of the employee such as race, religion, age or any of the grounds covered by the Act.  Inappropriate behaviour that is not linked to one of the eight discriminatory grounds is not covered by this definition.   It may be targeted at one employee or a group of employees.  Harassment may consist of a single incident or repeated inappropriate behaviour.

The following are examples of inappropriate behaviour, which may constitute harassment.  These examples of harassment are illustrative but not exhaustive:
· Verbal harassment e.g. jokes, derogatory comments, ridicule or song
· Written harassment e.g. faxes, text messages, e-mails or notices
· Physical harassment e.g. jostling or shoving
· Intimidatory harassment e.g. gestures or threatening poses
· Visual displays e.g. posters, emblems or badges
· Persistent negative body language
· Ostracising a person

An act of harassment may occur outside the work premises or normal working hours provided the perpetrator was acting in the course of employment, for example at a training course, conference or work-related social event.

13.3.2	Sexual Harassment
Sexual harassment is a form of discrimination on the gender ground in relation to conditions of employment and is defined by the Employment Equality Act 1998 as follows: 

Any act of physical intimacy, request for sexual favours, other act of conduct including spoken words, gestures or the production, display or circulation of written words, pictures or other material that is unwelcome and could reasonably be regarded as sexually offensive, humiliating or intimidating.

Sexual harassment may consist of a single incident or repeated inappropriate behaviour.  It may be targeted at one employee or a group of employees.

The following are some examples of inappropriate behaviour which may constitute sexual harassment.  These examples are illustrative but not exhaustive:
· Physical conduct of a sexual nature e.g. unwanted physical contact such as unnecessary touching, patting or pinching or brushing against another employee's body.
· Verbal conduct of a sexual nature e.g. unwelcomed sexual advances, propositions or pressure for sexual activity, continued suggestions for social activity outside the work place after it has been made clear that such suggestions are unwelcome, unwanted and offensive flirtations, suggestive remarks, innuendos or lewd comments.
· Non-verbal conduct of a sexual nature e.g. the display of pornographic or sexually suggestive pictures objects, written materials, emails, text-messages or faxes.
· Unwanted or derogatory comments about dress or appearance.
· Leering and suggestive gestures.

An act of sexual harassment may occur outside the work premises or normal working hours provided the perpetrator was acting in the course of employment, for example at a training course, conference or work-related social event.

13.4	How does Harassment and Sexual Harassment differ from Friendly Workplace Banter?
It is the unwanted nature of the conduct which distinguishes sexual harassment and harassment from friendly behaviour which is mutual and welcomed.  It is up to each employee to decide what behaviour is unwelcomed, irrespective of the attitude of others, and from whom such behaviour is unwelcomed.  The fact that the employee has previously tolerated the behaviour does not stop her/him from deciding that it has now become unwelcomed and objecting to it.

13.4.1     Is Motive Relevant?
The intention of the person engaging in the unwelcomed behaviour is irrelevant - the effect of the behaviour on the employee concerned is what it is important.

13.4.2     Bullying/Harassment by Non-Employees
This policy protects employees from bullying, sexual harassment or harassment perpetrated by any person with whom the employees may come into contact during the course of their work.  Bullying/harassment by non-employees may result in the termination/non-renewal of business activity, the suspension/non-renewal of services, exclusion from the premises or the imposition of other appropriate sanctions.

If an employee feels that she/he has been subjected to inappropriate behaviour by a non-employee, she/he should bring the matter to the attention of her/his Manager so that the matter can be investigated and appropriate action taken.

13.5     Roles and Responsibilities under the Policy
This section sets out the responsibilities of the employer, employees and Managers under this policy.

The Employer's Responsibilities

Rape Crisis North East will ensure that adequate resources are made available to promote respect and dignity in the workplace and to deal effectively with complaints of bullying and harassment.  This policy and procedure will be communicated throughout the organisation and all employees will be made aware of their responsibilities to create a working environment, which is free from bullying and harassment.  The Policy will form part of the induction process for all employees and appropriate training will be provided to RCNE Manager to enable him/her to communicate the Policy to staff and deal with complaints.

Support Contact Persons will be appointed to provide confidential advice and support to employees who feel that they are being subjected to bullying or harassment.  Appropriate training and ongoing support will be provided to enable Support Contact Persons to carry out their role effectively.  In general, the Support Contact persons will be the Staff Liaison Committee.

Employee's Responsibilities
All employees have a responsibility to help maintain a working environment in which the dignity of all individuals is respected.  All employees must comply with this policy and ensure that their behaviour does not cause offence to fellow workers or any person with whom they come into contact during the course of their work.

Employees should discourage bullying and harassment by objecting to inappropriate behaviour.  Employees should inform the Manager if they are concerned that a colleague is being bullied or harassed.

Manager’s Responsibilities
RCNE Manager has a particular responsibility to implement this policy and to make every effort to ensure that bullying and harassment does not occur particularly in work areas for which they are responsible.

Manager should ensure that:
· All staff are aware of and understand the Dignity at Work Policy and how the complaints procedure operates.
· Be vigilant for signs of bullying and harassment and intervene before a problem escalates.
· Respond sensitively and promptly to any member of staff who makes a complaint of bullying or harassment.
· They set a good example by treating all staff and any other person with whom they come into contact in the workplace with courtesy and respect.

13.6	Procedure for dealing with allegations of bullying, harassment and sexual harassment.

13.6.1	Making a Complaint
Any employee who feels that she/he is being subjected to behaviour which undermines her/his dignity should let her/his objections be known, otherwise the person engaging in the unwelcome behaviour may be unaware of the effects of her/his actions.

The employee may either approach the alleged perpetrator directly and make the person aware that the behaviour in question is unwelcome or request the Manager to approach the person on her/his behalf.  An informal discussion is often sufficient to alert the person concerned to the effects of her/his behaviour and can lead to greater understanding and an agreement that the behaviour will stop.

Before deciding what course of action, if any to take, the employee may wish to discuss the matter on a confidential basis with the Staff Liaison Committee, Manager or Staff Union Representative.

13.6.2	Staff Liaison Committee 
The role of the Staff Liaison Committee is to provide information and emotional support in a confidential, non-judgemental and off-the-record discussion(s) to any employee who feels that she/he is being subject to bullying or harassment or against whom a complaint of bullying or harassment has been made.  She/he will outline the employee of the options open to her/him.

The contact person may not act as a representative on behalf of the employee she/he is supporting nor can she direct the employee as to the best course of action to take.  The aim of the Staff Liaison Committee is to help the employee to clarify what she/he is experiencing and to empower the employee to decide what course of action if any she may wish to take.

If having consulted with the Staff Liaison Committee or other appropriate person, the employee decides to pursue the matter, she/he may approach the alleged perpetrator directly or request the intervention of RCNE Manager.

13.6.3	Approach the Alleged Perpetrator Directly
In this case the employee may find it helpful to rehearse what she/he intends saying to the person concerned so that she/he feels more confident about imitating the discussion and articulating the precise nature of the offending behaviour and its effects.

13.6.4	Request the Intervention of Manager
Where an employee is not confident about approaching the alleged perpetrator or where a direct approach has not resolved the matter, she/he should request the intervention of RCNE Manager
The Manager will attempt to resolve the matter in an informal low-key and non-confrontational manner by making the alleged perpetrator aware of the effects of her/his behaviour.  Where this does not bring about a satisfactory outcome, the matter may be referred to a Board Director who will make every effort to resolve the matter between the parties.

Where the matter remains unresolved, the Board Director may request both parties to consider mediation.


13.6.5	Mediation
Mediation is the preferred method under the Dignity at Work Policy for the resolution of complaints of bullying and harassment, which are not capable of being resolved by management.

The objective of mediation is to resolve the matter speedily and confidentially without recourse to a formal investigation and with the minimum of conflict and stress for the individuals involved.  A mediated solution will not result in the issues being dealt with under the disciplinary policy.  This process will generate minimal paperwork and/or records.

Mediation may be attempted at any/all points in the procedure to try to resolve the matter (including during the formal investigation procedure).  If the mediation process does not produce a satisfactory outcome, the complainant may seek to have the matter resolved through formal investigation.  Any information that emerges during the course of the mediation process remains strictly confidential and cannot be disclosed as part of the formal investigation.

13.6.6	Formal Investigation
The complaint will be clearly formulated in writing setting out details of the offending behaviour (including dates and witnesses if any) and the context in which it occurred.

The alleged perpetrator will be advised that the complaint is the subject of a formal investigation.  She/he will be given a copy of the written complaint and invited to respond to the allegations in writing within 2 weeks.  A copy of the response will be forwarded to the complainant.

13.6.7	Principles Governing the Investigation Process
· The investigation will be conducted thoroughly and objectively with due respect for the rights of both the complainant and the alleged perpetrator.
· Both parties will be required to co-operate fully with the investigation.
· Confidentiality will be maintained throughout the investigation to the greatest extent consistent with the requirements of a fair investigation.   It is not possible however to guarantee the anonymity of the complainant or any person who participates in the investigation.
· Notwithstanding the difficult circumstances, both the complainant and the alleged perpetrator may be expected to continue with their normal duties and maintain a professional working relationship during the course of the investigation.
· A written record will be kept of all meetings and treated in the strictest confidence.
· The investigator may interview anyone who they feel can assist with the investigation.  Staff are expected to co-operate fully with the investigation and will be fully supported throughout the process.

13.6.8	Outcome
· If the complaint is upheld, the matter may be further progressed through the disciplinary procedure or other appropriate action may be taken, such as counselling or mediation.
· The complainant and the alleged perpetrator will be informed in writing of management's decision.
· When a complaint is not sustained, no action will be made against the complainant provided the complaint was made in good faith.
· In the interests of all employees any malicious or vexatious complaints will be treated very seriously and may lead to disciplinary action against the complainant.
· Victimisation or retaliation against a complainant, witness or any other party will constitute a serious disciplinary offence.

13.6.9	Appeals Procedure
a)	Both parties will be informed of their right to appeal, and how to exercise that appeal. 
b)	Appeals will be heard by an Appeals Committee.
c)	An appeal should be made within 7 working days of the decision by notifying the Chair of the Appeals Panel in writing.  The appeal must state the grounds on which the appeal is being made.  The appeal will be heard as soon as possible but not more than 20 working days from the receipt of notification from the employee.
d)	The purpose of the appeal is to address specific issues which the employee feels have not received insufficient consideration, such as: 
· Mitigating circumstances
· Procedural deficiencies

13.7	Training
The policy will be communicated to all new staff as part of their induction process.

All staff will be briefed on the Policy and complaints procedure by Rape Crisis North East Manager.

Appropriate training will be provided for the Manager, Union Representatives and Staff Liaison Committee.

14. [bookmark: _Toc149318421][bookmark: _Toc149316504][bookmark: _Hlk46066164]
OFF-SITE, WORKING FROM HOME POLICY


14.1	Occasional Working from Home

Employees may request to work from home on an occasional basis in certain situations.  Examples of such situations could be as follows:

· A specific work task needs to be accomplished and minimum disruption is required.
· The employee needs to be at their place of residence during office hours but is available to work.

In general ad-hoc working from home would amount to not more than two to three days a month and would not be a specific named day in the week.


14.2	Temporary Working from Home

This situation would normally arise where due to a change in an employee's circumstances she/he require some temporary flexibility in their normal office attendance arrangement.

In general, a temporary off site working arrangement would not be for more than one month's duration.  However, depending on the circumstances it could be extended for a further month.

If the employee wishes to continue the off site working arrangement beyond a two-month period then they will be expected to enter into a formal off site working arrangement and will be subject to the conditions outlined in the off site working Policy above.





















15. [bookmark: _Toc149318423][bookmark: _Toc149316505]TELECOMMUNICATIONS AND COMPUTER USAGE POLICY

Introduction
It is the policy of Rape Crisis North East that telecommunications and computer facilities shall be available during working hours for effective communication with its service users and business associates.

Rape Crisis North East telecommunications, computer system, network and related systems are provided to users in order that they can carry out their duties in an effective manner, and that they have access to information within and outside the organisation for business and research purposes.  The information and data stored on the computers is a valuable asset to the organisation and staff members have a duty of care to ensure that the reliability and integrity of the data is maintained and safeguarded at all times.

15.1	Aim of the policy

The aim of this policy is to:
a)	outline the conditions of usage of the organisation's telecommunications facilities. 
b)	outline the conditions of usage of the organisation's computer facilities. 
c)	to define who is responsible for Rape Crisis North East website. 
c)	to ensure that the organisation fulfils its legal obligations as outlined in the Data Protection Act. 

15.2	Telephone
Rape Crisis North East telephone system is available to staff for business communication purposes and to allow them to carry out their work in an effective manner.  Where there is a specific need personal calls can be made or received during business hours but this should be kept to a minimum.

15.3	E-mail
E-mail is a personal computerised and efficient communication system which enables the sending and receiving of messages between staff and between Rape Crisis North East and its external contacts.  There are however, risks attached to the sending of E-mails which staff should be mindful of as a user.  The main risks are as follows:
· Your message may go to persons other than the intended recipient and if confidential or organisational sensitive this could be damaging to Rape Crisis North East.
· Email messages can carry computer viruses, which are particularly dangerous to the organisations computer system.
· Letters, files and other documents attached to E-mails may belong to others and there may be copyright implications in sending or receiving them without permission.
· Email is speedy and as such, messages written in haste or written carelessly are sent simultaneously and without opportunity to check or rephrase. 
· An E-mail message may legally bind Rape Crisis North East contractually in certain instances without proper authority being obtained internally.
· All personal data contained in E-mails may be accessible under Data Protection legislation and furthermore a substantial portion of E-mails to Government and other public bodies may be accessible under Freedom of Information legislation.
· E-mails should be regarded as potentially public information which carries a heightened risk of legal liability for the sender, the recipient and the organisations for whom they work.

In order to avoid or reduce the risks inherent in the use of E-mail, the following is recommended:
· Each employee is provided with an individual business email address upon joining Rape Crisis North East.  All business email should be sent from the employee's Rape Crisis North East email account whenever possible.
· Rape Crisis North East name is included in the heading carried with every message sent by a staff member.  This reflects Rape Crisis North East image and reputation; therefore, Email messages must be appropriate and professional.  
· Business emails to Rape Crisis North East are formal correspondence and should be filed, stored and kept appropriately, either electronically or in hard copy. 
· Particular care should be taken when sending confidential or sensitive information.  If in doubt consult your Manager.
· An e-mail should be regarded as a written formal means of correspondence the recipients of which may be much more numerous than the sender intended.  Therefore, care should be taken to use business and professional language when writing emails and also take time to check and rephrase a message if necessary.
· Employees should not subscribe to electronic services or other contracts on behalf of Rape Crisis North East unless you have authority to do so.
· If you receive any offensive, unpleasant or harassing or intimidating messages via the email you are requested to inform your Manager immediately.
· Any important or potentially contentious communication, which you have received through email, should be printed and a hard copy kept.  Where important to do so, confirmation of receipt should be obtained.

Personal use
Although Rape Crisis North East email system is intended for business use, limited personal usage is allowed.  Attachments to personal emails should not be opened as they may contain viruses.

15.4	Internet
Access to the internet is provided for activities that either support the work of Rape Crisis North East or the professional development of employees.  Reasonable personal usage of the internet may be carried out by employees during their official breaks or outside of office hours. 

· The internet must not be used to access illegal sites, or activities in breach of Rape Crisis North East policies or for personal commercial activity. 
· The internet must not be used to download any non-business related programmes or files.  To do so is to use the system for non business related activity and by-pass the full rigors of virus scanning and constitutes a serious risk.
· The internet should not be used to advertise or otherwise support unauthorised or illegal activities.
· To access downloading or sending of indecent, obscene, pornographic, sexist, racist or defamatory or other inappropriate materials as well as the circulation of such materials will be a dismissible offence.  This rule will be strictly enforced and is viewed as very serious with potential criminal liabilities arising therefrom.  The Gardaí or other appropriate authority will be informed where appropriate. 
 
Misuse of the system will be subject to the disciplinary procedures.


15.5	Computer facilities

The following is Rape Crisis North East policy on the use of the organisation's computers which will help prevent theft and damage and ensure security of data held on the machine.

· Rape Crisis North East has an annual maintenance contract with an IT Support Company, or other arrangement with someone who is responsible for maintaining and providing technical support for its IT system.  All computer technical problems have to be dealt with by them unless otherwise authorised by the Manager.
· All requests for computer/software technical support to be made through Rape Crisis North East Manager.
· Authorised software only to be loaded on the machine.  Rape Crisis North East is liable if the copyright laws and licensing restrictions on software are not adhered to.
· The settings on the PC (software & hardware) should not be adjusted unless instructed to do so by the contracted IT Support Company/ other responsible person.
· It is the responsibility of the user to ensure that data kept on their computer hard disk is backed up regularly.
· Food, liquids and electrical appliances should be kept away from the PC and any diskettes.
· PCs should not be moved unless agreed with the contracted IT Support Company/ other responsible person.
· Staff who use portable PCs should take all due care to secure them from theft.  They will be insured under Rape Crisis North East Insurance Policy.
· Any damage or theft must be reported immediately to the Manager.
· Staff who work off site and use a Rape Crisis North East computer in their off-site office must ensure that no one else has access to the computer or its files. 
· The right of an employee to remote access to Rape Crisis North East server must be formally approved by the Manager.  Once it has been authorised the employee must ensure that access is password protected at all times.

15.6	Rape Crisis North East Website
The management and updating of Rape Crisis North East website is the main responsibility of the Administrator approved by RCNE Manager.  Requests to update data on the website should be made to RCNE Manager.  A second member of staff will also be trained on the updating of the website in order to provide cover in their absence.  

15.7	Data Protection Act 1988 and Amendment Act 2003
No data must be stored on the computers of Rape Crisis North East contrary to the terms and conditions of the Data Protection Act. 

For more information about data protection please refer to the Data Protection Policy.

15.8	Breach of the policy
As part of the Employee Handbook this policy forms an integral part of the contract of all employees.  The policy will also apply to any interns, students or volunteers who work with Rape Crisis North East for any period.  Employees who are found to be in breach of this policy will be subject to disciplinary procedures which may result in dismissal.
[bookmark: _Toc149318424][bookmark: _Toc149316506][bookmark: _Toc125368140][bookmark: _Toc149318425][bookmark: _Toc149316507]
Appendix 1  -  RECRUITMENT AND SELECTION PROCEDURES

[bookmark: _Toc149318426][bookmark: _Toc149316508]Recruitment
1. A job analysis will be carried out, if the position to be filled is an existing one, to ensure that the job meets organizational objectives.  Feedback from the exit interview of the previous position holder will also be considered in the review of the job description. 
1. A job description and person specification is drawn up for each position to be filled detailing the core responsibilities, tasks, competencies and salary scale relating to the job.  This ensures that before the recruitment process begins; clear competencies are agreed against which all applicants are assessed. 
1. The timeframe allowed for the recruitment process (from date of vacancy arising to selection of candidate) will normally be six weeks. 
1. Recruitment and selection of suitably qualified employees will be made from the widest possible field.  Positions will be advertised internally and /or externally, using the most appropriate medium.  The applications of internal candidates will be treated on an equal basis with external applications and with the same degree of confidentiality. 
1. All advertisements for posts will state clearly that the organisation is an equal opportunities employer and also the date of the interview where possible. 
1. All posts will normally be open to flexible working arrangements unless there are exceptional reasons preventing this.  Applications for flexible working arrangements will be treated on a case-by-case basis.  
1. All applications for posts will be made using the standard Rape Crisis North East application form.  
1. A job description and application form, along with background information, will be sent to all applicants applying for the post.  They will be informed of the timescale of the recruitment process and the proposed date for interviews. 

[bookmark: _Toc149316509]Selection and Interviews
1. The recruitment panel for the Manager shall be a matter for the Board of Directors but should include an external recruitment expert. 
1. The recruitment panel for senior management positions should comprise were possible the Manager, the Human Resources Board member and an external person with expertise in the area of the post.  For all other positions, it will normally comprise the Manager, appropriate personnel and another suitable external person. 
1. The recruitment panel will carry out short listing of candidates, based on the competencies set out in the job description.  The names of the applicants will be blanked out for this process in order to ensure the greatest possible objectivity.  A pack containing the following documents will be distributed to all the recruitment panel members in advance of the selection meeting:
· [bookmark: _Toc149316510]Candidates’ application forms with names blanked out
· Job description and person specification
· Selection criteria assessment sheets (one for each application)  
1. If there are no suitable applicants for the post, i.e. if no/insufficient candidates meet all the essential competencies, then the recruitment panel will make the decision to re-advertise.
1. The recruitment panel after the short-listing meeting will draw up the interview questions, assigning them to the individual panel members, and design a presentation topic, if appropriate. 
1. All candidates will be given reasonable notice to prepare for interviews and informed of the location, duration of the interview and the composition of the interview panel.
1. All interviewers will work to a structure of questions based on the role and person specification.  All candidates will be asked the same core questions all of which will be related to the requirements of the job.  Each interviewer will identify the questions they will ask candidates beforehand. 
1. The questions will be designed in order to test the competencies outlined in the job description.  The Manager will type the interview questions and distribute them on the day of the interview.  Interview assessment sheets, using numerical marking system, will be used to assess candidate’s interview performance.
1. The recruitment panel will decide the weighting to be assigned to each competency, and this will be reflected in the total marks available for each competency. 
1. Normally, interviews are held one week after selection takes place.  All interviews will take place on the same date unless there are exceptional reasons that this is not possible. 
1. Interviews will be scheduled to allow sufficient time for panel members to mark their assessment sheets.  Discussion of individual candidates does not normally take place between interviews. 
1. Candidates will be given the opportunity to ask questions about the job they are applying for and the terms and conditions of service. 
1. At the conclusion of all the interviews the panel will review the assessment sheets of each individual candidate, add up the scores, and compare results.
1. The candidate with the highest score will be selected for the post, if all panel members agree.  Where agreement is not reached immediately, further discussion will take place to try to reach a consensus.  If the panel decides that no candidate is suitable for the position, then the panel may decide not to appoint, and to re-advertise the position. 
1. All documentation (including the written interview assessments and any separate notes) relating to each candidate will be kept for at least twelve months after the date of interview. 
1. The successful candidate will be notified as soon as possible after the interview date, which will be followed up by an offer letter, subject to satisfactory references. 
1. Once the satisfactory references are received then a formal offer letter will be sent out. 
1. Unsuccessful candidates will be notified in writing as soon as the decision is reached.  Internal and external candidates will be provided with feedback should they so wish.  The panel will select a panel member who will be responsible for providing feedback. 
1. Canvassing will disqualify an application to Rape Crisis North East.
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Appendix 2  -  FLEXIBLE WORKING ARRANGEMENTS

1 Compressed Working Week
Under this arrangement full time employees may work for longer days for part of the week or for a number of weeks, in exchange for a day off each week, or a day off a fortnight.  However, it is important to note that the arrangement must abide by the Organisation of Working Time Act 1997.  Under this Act, a typical employee must not work more than 48 hours per week.

2 Annualised Hours
Full time employees may also avail of an annualised hours system, whereby working time is organised on an annual rather than a weekly basis.  The annual hours contract will specify the number of hours to be worked in a year rather than a week.  The hours will be rostered in accordance with the needs of the organisation, taking into account busy and down time periods.

3 Time Banking
The concept of time banking or working time accounts involves keeping track of hours worked in "accounts" for individual workers.  Like flexitime programmes, time banking permits workers to build up "credits" or accumulate "deficits" in hours worked, up to a maximum; however, the periods over which the "credits" and "deficits" are calculated are much longer, sometimes up to a year.

4 Work-Life Balance Leave
Work-life balance leave is unpaid leave which allows an employee to take a period of unpaid leave during the year to facilitate the balance of their work-life commitments.  A period of 4 to 13 weeks is allowable and the employee can opt to have their salary spread out equally over the year. 

5 Teleworking
This arrangement allows employees to carry out their work in a location independent of Rape Crisis North East premises, using information and communication technology to link with their base.  Teleworking allows an employee to work a portion of contracted hours in the office and a portion off site.  This type of working is obviously not suitable for a staff member providing direct face-to-face services.  

In any Teleworking arrangement, it is required that the employee have a minimum of three days full attendance in the base office per week.  The arrangement will be reviewed on a six-monthly basis to ensure its operation is not impacting negatively on the needs of the organisation, its staff and the employee.

6	Work Sharing
Work sharing is a development of the job sharing/job splitting concept which aims to achieve the work tasks of a particular role whilst allowing for a wider range of attendance patterns. 

7. Voluntary Reduced Work-Time
This is an arrangement whereby an employee is allowed to reduce working time for a limited period with a right to return to full-time work.  During the reduced working time, the employee's salary and benefits will be reduced pro-rata.



Appendix 3  -  SOCIAL MEDIA POLICY

Rape Crisis North East recognises that you may wish to use social media in your personal life.  This policy does not intend to discourage nor unduly limit your personal expression or online activities.

However, you should recognise the potential for damage to be caused (either directly or indirectly) to Rape Crisis North East in certain circumstances via your personal use of social media when you can be identified as a Rape Crisis North East employee.  Accordingly, you should comply with this policy to ensure that the risk of such damage is minimised.

The Social and Digital Media Policy and Guidance document, provides guidance and direction to Rape Crisis North East staff when utilising all types of online social media sites and networks.  This policy applies to all employees either participating personally, or communicating on behalf of the Rape Crisis North East, while online.

Misuse or abuse of social and digital media can cause significant injury to third parties and can also impact negatively on our credibility of.  This is particularly relevant in the context of safeguarding clients and personal information.  Rape Crisis North East is potentially liable for injury caused by misuse or abuse of social and digital media channels by its employees.  Consequently, we take any misuse or abuse of social and digital media by its employees very seriously and can lead to significant disciplinary and legal actions. 

Electronic Communications Policy 
Confidential information regarding our business practices and procedures or personal information about any clients or employees must not be posted or discussed on internet social networking websites, internet video hosting/sharing websites, internet discussion forums, message boards or internet chat rooms. 

Rape Crisis North East reserves the right to take such action as it deems appropriate against users who breach the conditions of these policies or Data Protection regulations.  Employees who breach these policies may be subject to disciplinary action, up to and including dismissal.

Social Media Policy 
This policy applies to all Rape Crisis North East employees either participating personally, communicating on behalf of the Company while online, or when commenting about us on their private social media sites.  In all cases Rape Crisis North East retains all ownership rights for Company social media accounts, contacts and content.  Remember, your behaviour at all times reflects on the Company as a whole.  The following guidelines should be adhered to at all times:
· Do not access your personal social network on company time. 
· Do not write or post anything that might reflect negatively on Rape Crisis North East on the Company’s or on your own personal social media page(s).
· Respect the company’s confidentiality and proprietary information. 
· Be respectful to the company, fellow team members, clients and competitors.
· Do not post any photographs, videos or other images taken on Company premises or at Company functions without prior written permission.
· Understand and comply when the company asks that topics not be discussed for confidentiality or legal reasons. 

At all times, the Company prohibits the unauthorised taking, distributing or posting of pictures, videos or audio recordings of work areas.

The company reserves the right to use any photos taken that may include Rape Crisis North East staff on its social media sites unless a written request not to be on any marketing material is submitted.

Personal Social Media Profiles 
If you choose to identify yourself as a Rape Crisis North East employee on social media profiles, or in your commentary on personal topics within social media sites, it is important to use common sense and be aware of the nature of your comments and their possible consequences.  It is important that all our employees are aware of the implications of engaging in forms of social media and online conversations that reference Rape Crisis North East or your association with us.  Data Protection requirements, defamation law and basic duty of care all still apply in comments that are made while not working or working and online.  If an employee comments online in a personal capacity while identified as one of our employees, these comments can be attributed or perceived as our official position.

Personal blogs created by Rape Crisis North East employees, including microblogs like Twitter accounts, should have a clear disclaimer that the views expressed by the author in the blog are the author’s alone and do not represent the views of their employer.  Authors should write clearly and in the first person, to clarify that the views or comments are personal.  Social media activities should not interfere with your work commitments.

Remember, when using social media in personal time: 
· Be respectful of all individuals, races, religions and cultures; how you conduct yourself in the online social media space not only reflects on you - it is a direct reflection on your professionalism, your clients and your employer. 
· Think before you post.  Anything you post that is inaccurate or damaging our reputation, or breaking client privacy standards will ultimately be your responsibility. 
· You may come across negative posts about the Company, but should avoid responding yourself.  The post in question should be brought to the attention of Management who will deal with it as required. 
· Be conscious when mixing your business and personal lives.  Online, your personal and business profiles are likely to intersect.  Rape Crisis North East respects the privacy of all employees, but you must remember that clients and colleagues may have access to the online content you post.  Keep this in mind when publishing information online that can be seen by more than friends and family, and know that information originally intended just for friends and family can be forwarded on very easily. 
· Know that the Internet is permanent.  Once information is published online, it is essentially part of a permanent record, even if you “remove/delete” it later or attempt to make it anonymous. 

Failure to adhere to these guidelines may result in disciplinary action up to and including dismissal.

This policy may be updated at any time without notice, and each time a user accesses a social networking site, the new policy will govern, usage, effective upon posting.  To remain in compliance, Rape Crisis North East suggests that you review the policy at regular intervals.  By continuing to post any content after such new terms are posted, you accept and agree to any and all such modifications to this Policy.


Appendix 4  -  DRUGS & ALCOHOL POLICY

Commitment
Rape Crisis North East is committed to safe working practices.  Misuse of alcohol or drugs by employees can prove fatal for both staff and clients.

The aim of this policy is to ensure the safety of all employees, workers, and visitors by having clear rules in place regarding use and possession of alcohol and drugs, and to support those who have reported a problem with alcohol or drug dependence and encourage them to seek help.

Scope
This policy covers all staff within the organisation.  It also includes visitors, contractors, clients, etc. for the time they are on the premises.

Policy Statement
Rape Crisis North East is concerned to provide a safe and healthy working environment.  It recognises that this can be put at risk by those who misuse alcohol or drugs to such an extent that it may affect their health, performance, contact and relationships at work.  This policy is designed to encourage employees with an alcohol or drugs problem which is affecting them in their work to seek help.  The policy, which applies to all employees, aims to:

· Promote the health and well-being of employees and to minimise problems at work arising from the effects of alcohol or drugs.
· Identify employees with possible problems relating to the effects of alcohol or drugs at an early stage.
· Offer employees known to have alcohol or drug related problems affecting their work referral to an appropriate source for diagnosis and treatment if necessary.

Alcohol and other drugs affect concentration, co-ordination and performance.  It is recognised that the effects of alcohol and other drugs may spill over from one’s private life into the workplace resulting in inefficiency, accidents and absenteeism.  Rape Crisis North East recognises its employees as its most valuable resource and is committed to providing a working environment, which is a healthy and safe one for the entire workforce.  Therefore, this policy should be seen in the context of the promotion of health, safety and welfare of all employees of Rape Crisis North East.

Under legislation we, as your employer, have a duty to ensure so far as is reasonably practicable, the health and safety and welfare at work of all our employees and similarly you have a responsibility to yourself and your colleagues.  The use of alcohol and drugs may impair the safe and efficient running of the business and/or the health and safety of our staff. 

Rape Crisis North East recognises that alcohol, drugs or other substance abuse by individuals can have an adverse effect on their ability to perform work and consequently put themselves, the Company and others at significant risk.

The Company expects employees or Sub-Contractors to ensure that neither drugs nor alcohol affects their work.  If the Company has reasonable grounds to suspect that an employee is under the influence of alcohol or drugs (illegal or misused legal substances), he / she may be required to undergo a medical test.  When on duty, if employees are found to be under the influence of non-prescription drugs or alcohol, disciplinary procedures will be invoked, which may lead to dismissal of the individual concerned.

Safe Systems of Work
The effects of alcohol or drugs at work can create serious health and safety risks.  Therefore, the following rules should be adhered to:

· Do not come to work under the influence of alcohol or drugs
· Do not bring alcohol or non-prescribed drugs onto Company premises
· Check with your doctor or pharmacists about the side effects of prescribed medications
· Never drive, operate machinery if you are affected by alcohol or drugs
· Ask your general practitioner or Rape Crisis North East for guidance and advice on sensible limits of alcohol consumption
· Offer support and advice to colleagues who you suspect of suffering from alcohol or drug abuse; do not “protect” them by keeping silent
· Ask for assistance if you feel that matters are beyond your own control

The use of alcohol is not appropriate in the workplace and drug abuse can be a criminal offence as well as a serious risk to health and safety.

The three most important steps are to:

1. Look after your own health and safety by developing a responsible attitude towards alcohol and drugs
2. Be aware of colleagues or others who may put safety at risk by their actions
3. Recognise when and how to ask for help

Increased absenteeism, injuries, industrial damage and theft of property are all claimed to be symptomatic of endemic corporate drug use.

· This policy applies equally to all staff
· All Company premises are alcohol and drug free during working hours
· Employees shall be alcohol and drug free while on duty
· After work functions and other social events are outside the remit of this policy
· Any staff member who suspects she or he has an alcohol and/or drugs problem is encouraged to seek help voluntarily.  This request should be made to her/his Manager on a personal basis.  The request will be treated in strict confidence and will in no way jeopardise the employee's job security.  Time off work to obtain help will be offered if necessary and during this time he or she can be put on sick leave and be entitled to normal sickness benefits. 
· A staff member who is identified as having an alcohol or drugs problem through observations or by normal procedures following poor work performance, absenteeism etc. will be given the opportunity to seek diagnosis and specialist help as a result of the initial discussion with her/his Manager 
· There will be no demotion or retribution unless matters of discipline are involved. 
· The decision whether or not to receive treatment is ultimately the responsibility of the member of staff.  However, continuing unsatisfactory levels of behaviour or performance may be subject to normal disciplinary procedures if the employee declines to accept referral for diagnosis or specialist help. 
· Should a relapse occur following a return to employment after completion of a recovery programme, sympathetic consideration will be given to the granting of further sick leave, though this cannot be continued indefinitely. 
· Staff with an addiction problem should be assured that every assistance will be given to them if they are willing to try to overcome the problem and that the matter will be treated in strictest confidence. 
· In cases where the employee is incapable of retaining her/his present job or where returning to the post would, on professional advice, undermine recovery, every reasonable effort will be made to find alternative employment within the organisation. 
· An employee will have the right to be represented by a representative of her/his choice at each stage of the proceedings. 

All employees are encouraged to notify the organisation if they take prescription drugs and over the counter preparations which could affect performance and create a safety risk.

If your performance or attendance at work is affected as a result of alcohol or drugs, or we believe you have been involved in any drug related action/offence, you may be subject to disciplinary action and, dependent on the circumstances, this may lead to your dismissal. 

Suspected Intoxication in the Workplace
In the instance of suspected intoxication in the workplace the manager or supervisor will record the factors supporting this conclusion, for example: smell of alcohol on breath, dilated pupils, impaired co-ordination or speech.  The first step will be the manager requesting an immediate meeting with the staff member.  If possible, another manager or senior staff member will also be present.  

The employee in question will be sent to the Company doctor for an assessment and they must co-operate in the disclosure of all results and reports to the Company.  Failure to disclose the results/reports of such medical examinations to the Company will be seen as Gross Misconduct which may result in disciplinary action being taken against the employee, up to and including dismissal.  

Confidentiality 
All discussions with an employee in connection with drugs or alcohol will be strictly confidential.  This will also be the case with counselling or other treatment which the employee undertakes.  No discussion about the employee will take place with another party without the permission of that employee.














Appendix 5  -  SMOKE-FREE WORKPLACE POLICY

Because we recognise the hazards caused by exposure to environmental tobacco smoke, it shall be the policy of Rape Crisis North East to provide a smoke-free environment for all employees and visitors.  This policy covers the smoking of any tobacco product and the use of any other tobacco products or electronic cigarettes and it applies to both employees and non-employee visitors of Rape Crisis North East.

In line with statutory provisions on the issue of smoking in the workplace, Rape Crisis North East operates a strict smoke-free workplace policy.  Any employee who breaches this policy will be subject to disciplinary action up and including dismissal in line with our disciplinary procedure. 

Second-hand smoke, also known as Environmental Tobacco Smoke (ETS) or passive smoke is a cause of disease, including lung cancer and heart disease, in third parties.  Neither the simple separation of smokers from non-smokers within the same air space, or the provision of ventilation, can eliminate exposure to second-hand smoke and the consequent health effects of such exposure.  This policy has been developed to protect all employees, service users, customers and visitors from exposure to second-hand smoke, to ensure compliance with legal obligations and to ensure a safe working environment.

It is the policy of Rape Crisis North East that its workplace is smoke-free and that all employees have a right to work in a smoke free environment.  Smoking (including e-cigarettes) is prohibited throughout the workplace (including vehicles) with no exceptions.  This policy applies to all employees, consultants, contractors, customers and visitors.

Smoking is allowed only in approved external locations, during approved rest periods or breaks. 

Overall responsibility for policy implementation rests with the occupier, manager or other person, for the time being, in charge of the workplace.  All staff have an obligation to adhere to, and facilitate the implementation of this policy.

The person in charge shall inform all existing employees, consultants and contractors of the policy and their role in the implementation and monitoring of the policy.  All new and prospective employees, consultants and contractors shall be given a copy of the policy on recruitment / induction by the person in charge.

Infringements by staff will be dealt with, in the first instance, under employee disciplinary procedures.  Employees, consultants, contractors, customers and visitors who contravene the law prohibiting smoking in the work place are also liable to prosecution.

Electronic Cigarettes 
Rape Crisis North East prohibits the use of e-cigarettes in the workplace.  Use of e-cigarettes is only permitted during your official breaks and must be outside of buildings in the designated smoking area only.   Breaches of this policy will be subject to appropriate disciplinary action.

Smoking Cessation
Information on how to obtain help quitting smoking available from 1850 201 203 (the HSE’s National Smokers Quitline).

Appendix 6  -  CCTV POLICY

[bookmark: _Hlk526950995]Introduction
Closed Circuit Television Systems (CCTV) are installed in Rape Crisis North East.  The purpose of this policy is to regulate the use of CCTV and its associated technology when monitoring both the internal and external environments at all Company premises.  This is in the context of compliance with GDPR, as well as creating a mindfulness among the occupants that a surveillance security system is in operation within and/or in the external environs of the premises.

This policy should be read in conjunction with Rape Crisis North East Data Protection Policy.

Policy scope
This policy applies to all personnel and properties in and visitors to Rape Crisis North East.   Moreover, it relates directly to the location and use of CCTV, and the monitoring, recording and subsequent use of such recorded material.  

This policy prohibits CCTV monitoring based on the characteristics and classifications contained in equality and other related legislation e.g. race, gender, sexual orientation, national origin, disability etc.  Furthermore, CCTV monitoring is limited to uses that do not violate the reasonable expectation to privacy as defined by law.  

Purpose of Processing
The purpose of CCTV is to enhance the quality of life of its employees by integrating the best practices governing the public and private surveillance of its premises.  In particular, the CCTV cameras purpose of processing will be to:
· Protect the Company’s buildings and assets, both during and outside of operational hours (the system will be in operation 24 hours a day, every day)
· To deter crime and vandalism of the said properties, their associated equipment and materials and occupants.
· Assist our insurers to investigate, pursue and/or defend a claim for damage done to the insured property, business or a third-party personal injury.  
· Promote the health and safety of personnel and visitors
· Assist identifying, apprehending and prosecuting offenders.
· Aid with disciplinary proceedings with regards to individual behaviour, omissions, retraining and safety.
· Identify lapses in health and safety
· Investigate inappropriate staff behaviour
· Support the Gardaí in a bid to deter and detect crime
· As a training aid for current and new staff
· Footage obtained by CCTV cameras can also be useful for establishing facts and can be used in arriving at a decision and may be used by management at their discretion, but always within the scope of current Data Protection legislation

To satisfy these purposes of processing, CCTV images may be transferred to 3rd parties where, to do so, is in the legitimate interests of the data controller or to comply with legislation, but always in line with the provisions of the GDPR and Data Protection legislation.

The personal data recorded and stored by the CCTV system will be used only for the purposes outlined in this policy document.  Collection, storage and use of CCTV footage shall be in compliance with Data Protection legislation.  


System Setup and Operating Details

Fair Obtaining
The fair obtaining principles inherent in the Data Protection Acts and General Data Protection Regulation legislation requires that those people whose images may be captured on camera are so informed.  

Accordingly, Rape Crisis North East will provide a copy of this CCTV Policy to staff and on request to visitors to all Company premises.  Adequate signage will be placed in prominent area(s) in which CCTV cameras are situated to indicate that CCTV is in operation.  At least one of the signs shall include the name and contact details of the data controller as well as the specific purpose of processing for the CCTV camera system.

Location of Cameras
The CCTV network for Rape Crisis North East is located throughout the property.  Cameras will be positioned so that they minimize the capture of non-relevant images in their vicinity (for example neighbouring private property, or passers-by).  Cameras will not be placed in canteen or toileting areas without appropriate safeguards being undertaken and information being given to the data subjects.

All CCTV systems and associated equipment will be required to be compliant with this policy following its adoption by the Company.

Retention
Typically, this data is recorded on a loop and will be retained for maximum of 30 days.  It will be over written after that period.  However, data may be retained for longer periods where in the opinion of Rape Crisis North East the events captured (i.e. an accident or health and safety concern) may give rise to legal proceedings. 

Supervision
Supervising the access and maintenance of the CCTV system is the responsibility of the Data Controller.  Unauthorised access will be viewed as a data breach and in such an event, management will take the appropriate steps.

The system can only be accessed by authorised Company personnel.  A Service Level Agreement or contract has been put in place between the Rape Crisis North East and CCTV service provider which complies with third party data processors obligations as provided for in the GDPR.  

The system can be accessed on site and remotely using a unique password only available to Rape Crisis North East’s IT provider/department and Management.  Should the system be accessed or works conducted on it by unauthorised personnel or without Rape Crisis North East management instruction, this will be viewed as extremely serious and will be grounds for automatic termination of a 3rd party contract or further disciplinary action.

Any use of the CCTV system, recordings or materials produced which is frivolous, or for private purposes, or is otherwise inconsistent with the objectives and procedures outlined within this policy will be considered gross misconduct.  Any employee involved in incidents of this type will face appropriate disciplinary action.  Information obtained through CCTV monitoring may only be viewed or released when authorised by the <Title> (Data Controller).

Responsibilities
Rape Crisis North East recognises its responsibilities as a Data Controller and will:
· Oversee and coordinate the use of CCTV monitoring for safety and security purposes on the Company’s premises
· Ensure that all existing CCTV monitoring systems will be evaluated for compliance with this policy
· Review camera locations and be responsible for the release of any information or material stored in video tapes in compliance with this policy
· Maintain a record of the release of tapes or any material recorded or stored in the system
· Ensure that images are stored for a period not longer than 30 days unless required
· Give consideration to employee petitions regarding possible invasion of privacy or confidentiality due to the location of a particular CCTV camera or associated equipment
· Ensure that adequate signage, at appropriate and prominent locations is displayed

Access Requests
Access to the CCTV system and stored images will be restricted to authorised personnel only (IT and management).  In relevant circumstances, CCTV footage may be accessed: 
· At the request of An Garda Síochána where Rape Crisis North East are required by law to make a report regarding suspected crime
· Following a request by An Garda Síochána when a crime or suspected crime has taken place and/or when it is suspected that illegal/anti-social behaviour is taking place on Rape Crisis North East premises
· To data subjects (or their legal representatives), pursuant to an access request where the data subject should supply a time frame of the recording.  This would refer to specific days, the time and location of the recordings.
· To individuals (or their legal representatives) subject to a court order or other tribunal
· At the request of Rape Crisis North East’s insurance Company, where the insurance Company requires the same in order to investigate, pursue and/or defend a claim for damage done to the insured property, business or a third-party personal injury.

Any person whose image has been recorded, may have a right to be given a copy of the information recorded, providing that such an image/recording exists (i.e. that it has not been deleted), and provided that an exemption/restriction does not apply to the release.  

When a data access request is received, the relevant footage is copied, and a specific retention time is assigned to this copy.  In giving a person a copy of his/her data, the data controller may provide a still/series of still pictures, a tape or a disk with relevant images in the case that there is no video available.  However, other people's images should be obscured before the data is released.  

Data will be delivered to the requester ensuring that security measures have been considered and implemented.  A log of access to images will be maintained.  If the image is of such poor quality as not to clearly identify an individual, that image may not be considered to be personal data and the images may not be released. 

Providing CCTV Images to An Garda Síochána
With regard to requests from An Garda Síochána to download footage, the Data Protection Commissioner recommends that requests for copies of CCTV footage should only be granted when a formal written request is provided to Rape Crisis North East stating that An Garda Síochána is investigating a criminal matter. 

For practical purposes, and to expedite a request speedily in urgent situations, a verbal request may be sufficient to allow for the release of the footage sought.  However, any such verbal request must be followed up with a formal written request. 

There is a distinction between a request by An Garda Síochána to view CCTV footage and to download copies of CCTV footage.  In general, An Garda Síochána making a request to simply view footage on the premises of a data controller or processor would not raise any specific concerns from a data protection perspective.

Covert Recordings
Covert surveillance is normally only permitted on a case by case basis where the data are kept for the purposes of preventing, detecting or investigating offences, or apprehending or prosecuting offenders. It will only be undertaken with the final objective being, an actual involvement of An Garda Síochána or other prosecution authorities for potential criminal investigation or civil legal proceedings being issued, arising as a consequence of an alleged committal of a criminal offence(s).

The Company may only undertake covert recording with appropriate written authorisation from senior management of Rape Crisis North East (Data Controller) where specific details are given with regard to the: 
· Purpose
· Justification
· Procedures to undertake the recordings
· Measures and safeguards undertaken to mitigate the risk to the Data Subjects
· The individuals and/or locations to be recorded
· Informing the individual(s) concerned that the recording is taking place would seriously prejudice the reason for making the recording
· There is good cause to suspect that an illegal or unauthorised action(s) is/are taking place or about to take place

Any such monitoring must be focused and of short duration consistent with the objectives of the monitoring, and only for a specific unauthorised activity.  Only relevant material in line with the stated purpose can be used. 

Contact information
[bookmark: _Hlk527968478]For further information on our CCTV Policy please contact management.  




Appendix 7  -  DRESS CODE

[bookmark: _Hlk487375484]Our policy is to promote a professional image internally and externally.  Each of us has as a primary responsibility to represent Rape Crisis North East in line with our professional image.  To this end, all employees must present themselves in all aspects including attire in a business-like manner appropriate to this policy.

The primary factor for determining appropriate attire is the likelihood of contact with customers and other parties.  Our dress policy for contact with customers and other parties is standard business attire.  The overriding policy is for everyone to use good judgement in selecting their attire based on the situation at hand.  The attached is a guideline for appropriate standard business and business casual attire.

Guidelines
To clarify our definition of appropriate and inappropriate clothing items for business use, we listed some guidelines below.  Please use the list as a guide for determining your own attire.  If you have questions about particular clothing items, please clarify with your manager.

Any employee whose appearance is not in keeping with the spirit of Rape Crisis North East’s dress code policy standard will be required to correct the problem immediately.

Standard Business Attire
Appropriate						Inappropriate
Suits							Leisure or sports wear	
Ties 							Undersized/revealing clothes
Dress shirts						Leather of any description 	
Trousers 						Hiking, casual or sports shoes
Blazers or sport coats 					Midriff or tank tops 	
Blouses 						String tops or dresses
Skirts or work dresses					Ripped jeans 	
Skirt and trouser suits 					Flip flops

Business Casual Attire
"Business Casual" means casual clothing that is appropriate for a professional, office environment.  Business casual comprises clothing that always looks neat and presentable.  

Appropriate						Inappropriate
Collared polo shirts 					T-shirts of any variety 
Button down shirts 					Oversized/super baggy clothing 
Smart shirts/blouses 					Undersized or revealing clothes 
Sweaters or cardigans 					Midriff or tank tops
Polo or Turtleneck shirts 				Leggings or shorts
Sports jackets or blazers 				Walking or beach sandals
Casual or chino trousers (or unripped jeans)		Leisure or sports-wear including hats
Business or "smart casual" footwear 			Hiking or sports footwear
Skirts or smart dresses 				Ripped jeans
		
[bookmark: _Toc369251064]Appendix 8  -  WHISTLEBLOWING POLICY

Whistleblowing occurs when a worker raises a concern or discloses information which relates to wrongdoing, illegal practices or unethical conduct which has come to his/her attention through work.

Our whistle-blowing policy is intended to encourage and enable workers to raise concerns within our workplace rather than overlooking a problem or “blowing the whistle” externally.  Under this policy, a worker is entitled to raise concerns or disclose information without fear of penalisation or threat of less favourable treatment, discrimination or disadvantage.

Our Commitment
This organisation is committed to maintaining an open culture with the highest standards of honesty and accountability where our workers can report any concerns in confidence.

Raising a Concern

What types of concerns can be raised?
A concern or disclosure should relate to a relevant wrongdoing such as possible fraud, crime, danger or failure to comply with any legal obligation which has come to your attention in connection with your employment and about which you have a reasonable belief of wrongdoing.

Who should you raise your concern with?
As a first step, appropriate concerns should be raised with your immediate manager or their superior.  However, should you not wish to use this route, for example given the seriousness and sensitivity of the issues involved, you should approach senior management.

How to raise a concern
Concerns may be raised verbally or in writing.  Should you raise a concern verbally we will keep a written record of our conversation and provide you with a copy after our meeting.  Should you raise a concern in writing we would ask you to give the background and history of the concern, giving relevant details, insofar as is possible, such as dates, sequence of events and description of circumstances.

The earlier you express the concern the easier it will be for us to deal with the matter quickly.

Having raised your concern with us, we will arrange a meeting to discuss the matter with you on a strictly confidential basis.  We will need to clarify at this point if the concern is appropriate to this procedure or is a matter more appropriate to our other procedures, for example our Grievance or Bullying/Harassment procedures.  You can choose whether or not you want to be accompanied by a colleague or a trade union representative.  In regard to confidentiality, it is important that there should be an awareness of respecting sensitive company information, which, while unrelated to the disclosure, may be disclosed in the course of a consultation or investigation process.

How we will deal with your disclosure
Having met with you in regard to your concern and clarified that the matter is in fact appropriate to this procedure, we will carry out an initial assessment to examine what actions we need to take to deal with the matter.  This may involve simply clarifying certain matters, clearing up misunderstandings or resolving the matter by agreed action without the need for an investigation.

If, on foot of the initial assessment, we conclude that there are grounds for concern that cannot be dealt with at this point, we will conduct an investigation which will be carried out fairly and objectively.  The form and scope of the investigation will depend on the subject matter of the disclosure.

Disclosures may, in the light of the seriousness of the matters raised, be referred immediately to the appropriate authorities.  Likewise, if urgent action is required (for example to remove a health and safety hazard), this action will be taken.

It is important to us that you feel assured that a disclosure made by you under this policy is taken seriously and that you are kept informed of steps being taken by us in response your disclosure.  In this regard, we undertake to communicate with you as follows:
· We will acknowledge receipt of your disclosure and arrange to meet with you as outlined above;
· We will inform you of how we propose to investigate the matter and keep you informed of actions, where possible, in that regard including the outcome of any investigation, and, should it be the case, why no further investigation will take place.  However, it is important to note that sometimes the need for confidentiality and legal considerations may prevent us from giving you specific details of an investigation.
· We will inform you of the likely time scales in regard to each of the steps being taken but in any event, we commit to dealing with the matter as quickly as practicable.

It is possible that in the course of an investigation you may be asked to clarify certain matters.  To maximise confidentiality such a meeting can take place off site and you can choose whether or not to be accompanied by a colleague or trade union representative.

Where a concern is raised or a disclosure is made in accordance with this policy, but the allegation is subsequently not upheld by an investigation, no action will be taken against the worker making the disclosure and the worker will be protected against any penalisation.  It is important to note that if an unfounded allegation is found to have been with malicious intent, then disciplinary action may be taken.

Confidentiality
This organisation is committed to protecting the identity of the worker raising a concern and ensures that relevant disclosures are treated in confidence.  The focus will be on the wrongdoing rather than the person making the disclosure.

However, there are circumstances, as outlined in the Act, where confidentiality cannot be maintained particularly in a situation where the worker is participating in an investigation into the matter being disclosed.  Should such a situation arise, we will make every effort to inform the worker that his/her identity may be disclosed.








Appendix 9  -  CONFIDENTIALITY POLICY

At Rape Crisis North East, we maintain sensitive information about our employees and our customers / suppliers because it helps us to serve them better.  At the same time, trust is the foundation of our relationship, without that no company can succeed.  Nowhere is trust put more to the test than with the sensitive information we maintain about our employees and our clients / suppliers.  All parties have a right to expect that we treat their information with the utmost respect, integrity and care.

Our Approach
The purpose of this policy is to ensure that the company protects its intellectual property and commercial interests.  We aim to promote a working environment built on trust and will share information with those who need it in order to do their job.  This means that, in the course of their employment, employees will have access to information which must remain confidential. 

Rape Crisis North East will respect the confidentiality of information obtained in the course of our business and not share information about employees or clients to anybody outside the Company.  In return, staff will maintain confidentiality of all information regarding Rape Crisis North East, other employees or clients.  It is a breach of this policy to discuss privileged information with anybody outside the Company and may lead to disciplinary action up to and including dismissal.

[bookmark: _Hlk14341020]"Confidential Information” means any and/or all information in whatever form whether disclosed orally or in writing or whether eye readable, machine readable or in any other form including, without limitation, the form, materials and design of any relevant equipment or any part thereof, the methods of operation and the various applications thereof, processes, formulae, plans, strategies, data, know-how, designs, photographs, drawings, specifications technical literature, price list and any other material made available by one party to the other party or gained by one party from the other, whether directly or indirectly or in the course of employment, whether before or after the date of this Handbook.

Scope
This policy sets out the obligations of all staff in relation to confidentiality.  Confidential information could be:
· Personal information relating to employees, applicants or former employees
· Financial information
· Information in relation to security/computer systems
· Operations Information
· Business Information
· Commercial Information
· Information relating to existing or prospective clients
· Information relating to existing or prospective suppliers 
This list is not exhaustive

The confidentiality policy applies to individuals both during employment and after leaving our employment.  The employee contract also provides information to the employee on their responsibilities under the confidentiality clause.

You shall not during your employment with us or at any time thereafter: 
a) disclose any confidential information in relation to our clients to any person or persons (except to those authorised by management or as otherwise required by law)
b) use for any purpose or purposes any confidential information acquired by you as a result of your employment with us other than on our behalf. 
c) or, through any failure to exercise all due care and diligence, divulge confidential information of Rape Crisis North East, including, in particular, lists or details of our clients, or information relating to our clients or suppliers, or in respect of which the Company is bound by any obligation of confidence to a third party. 

All notes, documents, records, memoranda, and writing made, received or obtained by you on any matters relating to the organisation, business, finance, customers, suppliers, dealings or affairs of the Company shall be treated as confidential and shall remain our property and shall be delivered by you to the Company immediately upon request. 

Policy
No member of staff can disclose confidential company information obtained in the course of employment, except where the explicit authorisation is gained from management.

An employee may not use, attempt to use, or allow others to use company information in any way that may:
· Be contrary to the interests of the company
· Be in competition with the company
· Bring the name of the company into disrepute
· Compromise the confidentiality of our business plans

Employees who have access to confidential company information, both on hard and soft copy must take all reasonable precautions to ensure that this information is kept confidentially and securely.  Where an employee is in any doubt as to his/her obligations in relation to confidentiality or this policy, he/she should seek clarification from his/her Supervisor/Manager.

When leaving our employment, employees may not remove any documents or electronic files belonging to the company and containing company information.  Employees leaving the Company must be aware that where it is found that an ex-employee has breached this policy, the company may take legal action.

Breach of this policy could lead, following investigation, to disciplinary action up to and including dismissal on the grounds of misconduct or legal action.

Employees are required not to divulge secrets or any information, which is regarded as confidential by The Company or any associated companies or their business during or after your employment, except in the proper course of your employment or as required by law. You must return to The Company upon request and, in any event, upon the termination of your employment, all documents and effects belonging to The Company or which contain or refer to any confidential information and which are in your possession or under your control.

Breach of confidentiality may be treated as gross misconduct, and may lead to disciplinary action including dismissal or such other or further action deemed necessary by the Company.  

This policy is binding even after termination of employment.
Appendix 10  -  STRESS MANAGEMENT POLICY

[bookmark: _Hlk487375866]Rape Crisis North East believes that our employees are our most important asset and are committed to protecting your safety, health and welfare at work. 

It is the duty of Rape Crisis North East to take reasonable care to ensure that the health of its staff is not placed at risk through excessive and sustained levels of stress arising from the way work is organised, the way people deal with each other at their work, or from the day-to-day demands placed on staff. 

Rape Crisis North East as an employer is mindful of the stressful impact of the nature of this work.  Given the nature of the work, from time to time Rape Crisis North East staff may be recommended to attend in-house support and supervision which addresses any vicarious impact.  Where staff in particular, have direct contact with survivors of sexual violence in the course of their work, support and supervision to address any vicarious trauma may be recommended and provided by Rape Crisis North East.  This support and supervision is not the same as line supervision, and will be provided by a suitably qualified person.

We recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying workplace stress as early as possible.

Stress can adversely affect the health and wellbeing of those who experience it.  Rape Crisis North East wishes to support employees who are experiencing stress either as a result of work-related, or non work-related matters.  

What is Stress?
Stress is a natural occurrence, which brings mind and body to higher states of readiness and allows people to function and respond more quickly and effectively.  Stress therefore has a natural and positive place in our make-up.

Work related stress is defined as "the reaction people have to excessive demands or pressures, arising when people try to cope with tasks, responsibilities or other types of pressure connected with their jobs, but find difficulty, strain or worry in doing so".

In many instances, the demands made upon employees can be experienced as stimulating or motivating, providing individuals with the energy they need to function at ‘peak performance’ Such pressure can be beneficial to the employee in the performance of their work.

However, individuals will respond in different ways to such demands.  Stress can be defined as a perceived imbalance between demands placed on the individual on one hand and their ability to cope with those demands on the other.

While a certain level of pressure is an important feature of a healthy working environment, prolonged exposure to a stressful working environment can be damaging to the health of staff.

However not everyone can manage or channel stress as they should.  Many types of situations lead to stress and there is a need to separate and identify work-related stress from stress brought on from other influences.

For this purpose, there is a need to categorise stress into 3 areas:

1. Occupational Stress (Work Related Stress): Relates to stress in the workplace where an employee reacts to situations of excessive pressure or demands being placed on them which manifests itself into physical or behavioural changes.  Such demands, or the perception of such matters, can be created by environment, workload or relationship issues.

The European Agency for Safety and Health at Work state that Work Related Stress is experienced when the demands of the work environment exceed the employee’s ability to cope with (or control) them.

2. Critical Incident Stress: Relates to stress induced by exposure to profoundly disturbing events.  An employee exposed to sudden, or disturbing events may suffer from stress to varying degrees and, if the person's normal coping mechanisms are overwhelmed, the effects of such stress may become negative.

3. Beyond the Workplace Stress: Relates to stress influenced by such factors as an employee’s home life, family and civil responsibilities, transport arrangements, family care, leisure and educational activities that may interact positively or negatively with elements of the work environment and therefore affect overall job quality, satisfaction and productivity.  Some staff members may be subject to stress outside of their work environment, but their ability to cope may manifest itself to work.

Rape Crisis North East’s Role:
Rape Crisis North East values its Staff and strives to provide a supportive workplace where staff who feel they are experiencing stress may seek assistance.

Rape Crisis North East has a duty of care as an employer.  In this regard, the aim of the policy is to advise staff on procedures and what the Company has in place to assist staff.

The primary purpose of the stress policy is to ensure staff members are afforded a safe and secure place of employment where they are encouraged to perform and feel they are an integral part of the organisation.  It is necessary to increase awareness in this area with a view to early intervention and proper management of absenteeism.

We will assess the working environment for systems and practices which lead to health and safety hazards, including stress, and to put in place preventive measures.  

In order to achieve a well-managed work place where occupational stress is minimised, Rape Crisis North East Manager will carry out the following:
· regular reviews of job descriptions to check for work overload.
· changing organisational structures and systems as necessary and to take account of stress issues when making any changes.
· promoting awareness of the detrimental effects of long-term stress for individuals and the organisation as a whole.
· encouraging employees to recognise stress in themselves and others.
· encouraging individuals to get help in dealing with stress as appropriate.
· ensuring that support and supervision and staff development help alleviate stress levels.

Policies and practices which benefit employee health can improve productivity.  The perception that levels of stress are low is associated with low staff turnover, low levels of absenteeism and low rates of illness and injury.  We will put in place clear policies and active methods of dealing with people which encourage:
· Respect for the dignity of each employee;
· Regular feedback and recognition of performance;
· Clear goals for employees in line with organisational goals;
· Employee input into decision making and career progression;
· Consistent and fair management actions.

Sources of Stress
Some pressures at work are inevitable.  A total elimination of pressure is neither possible nor desirable, but it is important that this pressure does not become work-related stress.  Workplace stress may arise from any of the following:
· poor physical working conditions:  noise, poor ventilation, lighting or equipment, lack of space;
· job design: underuse of skills, conflicting demands and inconsistent management, unclear setting of objectives; 
· work relationships:  bullying or other harassment, poor management communication. 
· work organisation and conditions: job insecurity/threat of redundancy, excessive workload, lack of participation in decision making, rigid hierarchy, lack of transparency in procedures, lack of support, reluctance to request holidays, take sick leave etc.

[bookmark: _Hlk46066795]Behavioural symptoms:
· Constant and increased anxiety and irritability with people
· Tendency to drink/smoke more
· Poor concentration
· Inability to finish tasks before starting others
· Constant fatigue
· Inability to cope
· Feeling of victimisation

Physical Symptoms:
· Raised heartbeat/palpitations
· Hypertension
· Increased Sweating
· [bookmark: _Hlk46066762]Headaches
· Dizziness
· Blurred Vision
· Skin Rashes
· Lowering of resistance to infection
· Insomnia
· Lack of appetite
· Cramps and muscle spasms

The above list is not exhaustive nor does it suggest that the above symptoms are related to stress alone and may be symptomatic of some other physical problem.

Effects of Stress:
· Reduced morale/commitment to work
· Poor judgement
· Physical/mental ill-health
· Tension and conflict with colleagues

The Stress Policy aims to focus on the effects of stress and how to recognise and be aware of it with a view towards early intervention and assistance.  

Role of Managers:
Rape Crisis North East recognises the important role of the manager in daily work.  Any workplace issue can be discussed with a manager in confidence.

While all staff members have a responsibility for their own health, managers have a role to play in upholding the stress policy to ensure a healthy work environment exists and that any staff member experiencing unnecessary stress will be afforded every opportunity to have their situation examined.

Personal Responsibilities:
If you experience stress or perceive stress, which you feel is affecting your health and wellbeing you can:
· Raise the issue through the Grievance Procedures
· Contact the Human Resources Manager

Stress Management:
Stress impacts on individuals in very different ways and lifestyle choices, particularly relating to nutrition and exercise, can act as a buffer against stress.

1. Measures to manage the negative impacts of stress are considered an important element of occupational health and the Company is committed to ensuring that preventative measures are put in place.  
2. The impact of stress is individual in nature.  The Company recognises the need for clarity of goals and objectives for staff, the provision of regular feedback and recognition of performance requirements as important elements of reducing the negative impacts of stress.
3. Staff attendance will be monitored and issues of persistent non-attendance will be addressed.  Training will be provided to line managers in the organisation’s absence policies and procedures and will include their specific role in absence management.  Provision will also be made for regular reports on absence trends to line managers.

Critical Incident Stress:
Some incidents that may occur have such an impact that they are termed “critical incidents” and may give rise to stress in staff.  Some examples of this type of stress include:
· Working or assisting at or witnessing scenes of accidents.
· Assaults on employees
· The sudden death or serious illness of a work colleague, friend or family member

Although the events may be abnormal the reactions are quite normal.  The incident is unexpected, violent or threatening, the incident shatters some of our core beliefs and trust and concept of ourselves.  Rape Crisis North East recognises the impact that such incidents can have.  Awareness of the potential impact of critical incident stress is an important part of the Company’s response strategy.

Managers role in CIS (Critical Incident Stress):
Managers have an important role to play in the area of critical incidents.  In difficult situations Managers and colleagues will assist less experienced staff to cope with situations, and to get difficult tasks done by focussing on the task with a sympathetic and firm approach.  The Company recognises that Managers may themselves be affected by incidents, and in such an event, senior managers are available to offer assistance.

To assist in such circumstances the Company will provide support where possible and specifically:
· Staff affected will be encouraged to talk about the incident particularly with their colleagues
· Involve all staff connected to the situation/incident

[bookmark: _Hlk46066876]Support
Where an employee feels under stress, she/he should first take up the problem with their Manager.  If this is not appropriate or possible, or if the problem is of a more delicate nature, the employee may contact their staff Union representative or another member of staff who may refer the matter to RCNE Manager for advice and further action.

Conclusion:
The policy ensures confidentiality and addressing any issue in a timely manner.  You also have a responsibility for your own health.  Regular medical check-ups will help identify symptoms and with correct medical care you may be able to eliminate or reduce the adverse effects of stress on your health.

As your Employer, we care and we will help where possible.



















Appendix 11  -  FRAUD POLICY

Policy and procedures for the prevention and detection of fraud, corruption and other irregularities affecting Rape Crisis North East.

Introduction
The purpose of this policy is to set out how the Company protects itself from losses from fraud, corruption and other irregularities.

Fraud is defined as dishonest, irregular or illegal acts, characterised by a deliberate intent at concealment or false representation, resulting in the diversion of resources, whether or not for personal gain, for the benefit of an individual or group of individuals and resulting in a loss or the potential loss of resources to the Company.

Corruption is the action of a member of staff or office holder who allow themselves to be influenced by a third party, usually by the receipt of some benefit, to act or appear to act in a way that is detrimental to the best interest of the Company in order to benefit the third party or some other group or individual.

For the purpose of the remainder of this policy fraud is used to describe all forms of fraud, corruption or other irregularity.

Prevention and Detection
The Company's Senior Managers and Directors are committed to the highest standards of behaviour and a strict policy on conflict of interest, including the registration of interests, is maintained.

The aftermath of fraud is costly, time-consuming, disruptive and unpleasant.  The Company's approach is therefore to place emphasis on the prevention of fraud, though all of these systems also play a significant role in the detection of fraud, through the implementation of its financial regulations and procedures and other policies as they impact on staff's conduct, including:
· The design and operation of systems so as to minimise the opportunity of fraud including the segregation of duties, authorisation requirements etc.
· Control of access to IT systems
· Application of formal tendering requirements and process for approving suppliers and for monitoring the use of non-approved suppliers
· Informing all staff of their obligations to secure the financial resources of the Company from loss
· Staff adherence to the Company's policy on Acceptance of Gifts
· Staff adherence to the Company's policy on Conflicts of Interest

Prosecution
The Company's policy is that it will report to the authorities any cases of suspected fraud and irregularity.  Any exceptions to this policy must be agreed by the Managing Director.






[bookmark: _Hlk42950233]Appendix 12  -  CORONAVIRUS POLICY STATEMENT

[bookmark: _j6wkvg6hbh1]Rape Crisis North East is committed to providing a safe and healthy workplace for all our workers and customers.  To ensure that, we have developed our COVID-19 Response Plan.  All managers, supervisors and workers are responsible for the implementation of this plan and a combined effort will help contain the spread of the virus.  We will: 

· Continue to monitor our COVID-19 response and amend this plan in consultation with our workers
· Provide up to date information to our workers on the Public Health advice issued by the HSE and Gov.ie
· Display information on the signs and symptoms of COVID-19 and correct hand-washing techniques
· Provide an adequate number of trained Worker Representative(s) who are easily identifiable and put in place a reporting system
· Inform all workers of essential hygiene and respiratory etiquette and physical distancing requirements
· Adapt the workplace to facilitate physical distancing
· Keep a log of contact / group work to help with contact tracing
· Ensure that all workers attend an induction / familiarisation briefing
· Develop a procedure to be followed in the event of someone showing symptoms of COVID-19 while at work or in the workplace
· Provide instructions for workers to follow if they develop signs and symptoms of COVID-19 during work
· Intensify cleaning in line with government advice 

All managers, supervisors and workers will be consulted on an ongoing basis and feedback is encouraged on any concerns, issues or suggestions.  This can be done through the COVID-19 Compliance Officer.
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