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WESTMEATH CENTRE
FOR INDEPENDENT LIVING
EMPLOYEE HANDBOOK
1	WELCOME TO THE CENTRE FOR INDEPENDENT LIVING
I would like to take this opportunity to welcome you to our organisation.
At CIL we aim to encourage an open and communicative managerial style that promotes continuous self-development and a supportive work environment. In addition, our aim is to provide strong leadership, excellent conditions and a safe, work environment to help you to realise your career potential and maintain a high level of job satisfaction.
As an employee you will play an essential role in helping us to realise our business objectives. We hope that you will enjoy working with us and that we will be able to provide you with the guidance and support required to allow you to drive your career forward.
We hope that you will find this handbook interesting and informative and if there are any details which you do not understand, please contact me. The handbook documents our policies and procedures and other relevant information pertaining to your employment with us.
As an integral part of your employment contract, you are required to study these guidelines carefully. It is important to be aware of all the procedures and codes of practice. Please note that from time to time this handbook may be amended.
Finally, I would like to wish you a very successful career with us.
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1.1 	ABOUT INDEPENDENT LIVING
"Independent Living is not doing things by yourself... it is being in control of how things are done." (Disability activist, Judy Heumann)

1.1.1 HISTORY OF INDEPENDENT LIVING
The Independent Living philosophy originated from the very first Centre for Independent Living (CIL) established in Berkeley, California in 1972. CIL was developed by a group of people with disabilities to support the development of a new perspective on disability — one that focused on the empowerment and civil rights of people with disabilities. It supported and encouraged them to leave residential care and live independently in the community.
Up to this point people with disabilities were passive and dependent, living solely in institutions or in the family home. They were part of a 'medical model' — which viewed a person with a disability as a patient, to be rehabilitated or cured, or at least helped adapt in order to fit in with society. Services for people with disabilities were designed by people with no personal experience of the issues, merely their perceptions of what was needed.

1.1.2 THE SOCIAL MODEL OF DISABILITY
The Independent Living (IL) philosophy however promoted a 'social model' of disability — with the premise that people with disabilities have a right to actively participate in, and contribute to, society as equals and without dependence on family, institutions or charity. The social model recognises that people with disabilities are prevented from achieving their full potential by the attitude of society, as well as environmental obstacles such as restrictions in their access to public transport, entertainment and public places, and in education and employment. The focus is not on rehabilitating the individual with a disability therefore, but on rehabilitating society and the environment, in order to make it accessible and create inclusion for the person with a disability as a participant, rather than as a patient. It is recognised that the real experts when it comes to designing services are those with the closest possible experiences of the issues — people with disabilities themselves.
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1.1.3 WHAT IS THE PHILOSOPHY OF INDEPENDENT LIVING?
The philosophy of CIL espouses living like everyone else — having control of one's own life, having opportunities to make decisions that affect one's life and being able to pursue activities of one's own choosing, regardless of disability.
It means "the right of all persons regardless of age, type or extent of disability to live in the community, as opposed to living in an institution, have the same range of choices as everyone else, participate in the social, economic and political life of their communities, have a family, live as responsible respected members of their communities with all the duties and privileges that this entails and unfold their potential." (Adolf Razak, Disability Activist 2002)
This means challenging the person living with a disability to define their basic needs and empowering them to think differently, moving from a traditional passive dependent status to one that actively engages them in making decisions directly affecting their daily lives. It also means challenging community and state to provide the same range of choices to a person with a disability as to everyone else, in areas such as housing, transport, education and employment.
Independent Living therefore is not just concerned with the routine physical tasks of day-to-day life but is more about a way of life and a state of mind. It is about self-actualisation; taking control of one's own life; exercising choices; taking responsibility while also allowing for the dignity of risk and the freedom to fail. It is also a social and political movement that is changing the way services are provided and the role people with disabilities play in society.
model of service delivery, to ensure policy decisions would include input from those whose lives were affected rather than solely from the non-disabled professionals working in the disability industry. It also held an action-research role in the international world of Independent Living, monitoring developments, and pursuing action (or change) and research (or understanding) at the same time, thereby learning from experience. This took the form of a four-year programme with a European partner organisation. The programme facilitated 28 adults with disability to train as leaders in Independent Living and to live the philosophy. The
Personal Assistant Service
Essentially a PA service is a service for persons with significant disability who need assistance in aspects of daily living, at home, travelling, at work, college or socially. The individual first identifies what his/her needs are, whether by self-assessment, or often, where they have not been able to make decisions about their own lives heretofore, facilitated assessment. The identified need then determines the level of service required (i.e., number of hours and how many PA’s each person needs) to enable a Leader to achieve independent living.
Following assessment, the Leader's Application is discussed at the Community Forum meeting held on the second Tuesday monthly. The service is funded through the HSE in different areas of the country and is currently administered through several service providers, e.g., CILs, Enable Ireland and the Irish Wheelchair Association (IWA). The Leader has a contract with one of these providers. The leader provides most of the training while the service provider provides essential health, hygiene and safety training. Fundamental to the achievement of independent living for each person is the support to enable them to manage their own service with support and training where identified. The PA is employed by the service provider. The P.A. submits timesheets to the service provider in order for the PA to be paid.
1.2 SUMMARY OF ROLES WITHIN THE ORGANISATION
The Board of CIL has final responsibility for all organisational decisions. It provides direction and authority for the CIL. It maintains primary contact with the CIL office through the Director. The Board conducts the business of the organisation in accordance with the Memorandum and
Articles of Association.








EMPLOYER REQUIREMENTS
In advance of your employment with us we require the following information from you:
· Birth certificate or equivalent.
·  Drivers Licence (if applicable) 
· Signed Contract of Employment
· Health care modules completed.
· References from Previous employers (if any)

  2.1 In order to ensure that staff records are kept up to date you are required to inform your
  manager of any changes made to the following:
· Name due to change in marital status or otherwise.
· Address and contact details.
· Next of kin/emergency contact details.
· Additional qualifications acquired.
· Bank details.
· Notification of any employment outside of the Company
If you have any queries relating to personal income tax, please contact the CIL office on (044) 9375610


2.2 	INDUCTION
CIL endeavours to ensure that new appointees are familiarised with the demands and opportunities of their roles and to provide basic modes of working within the organisation, patterns of relationships and procedures for ensuring that a safe and healthy working environment is enjoyed by all.

2.3 METHOD OF PAYMENT
Your basic salary is payable weekly in arrears.
All salary shall be subject to deductions for PAYE, Pay Related Social Insurance (PRSI) contributions, Universal Social Charge and other agreed and statutory deductions.

2.4.1	HOURS OF WORK
Everyone’s normal hours of work are stated on his or her contract. These hours may be subject to change in consultation with you.
The hours of work of the Company are in accordance with the Organisation of Working Time Act 1997 which outlines the statutory rights for employees in relation to rest periods, maximum working time and holidays.
In certain circumstances you may be asked to work through your break or alternatively take your break at a later time.
The company reserves the right to alter break times in accordance with the needs of the business.
Breaks in accordance with statutory requirements will not be affected.

2.4.2 TIMESHEET
You are required under the terms of the Organization of Working Time (Records) (Prescribed form and Exemptions) Regulations, 2001 to complete a timesheet each week indicating your hours of work. These must be signed and given to Office Administrator for record purposes.
As indicated in your contract of employment an employee may in certain circumstances be required to adjust or exceed their hours of work above, in order to ensure the efficient discharge of the employee's duties and / or to meet the needs of the Company. This will again be in accordance with the Organization of Working Time Act, 1997.
2.5 	PROBATION
A period of probation of 6 months will apply from commencement of employment. During this time, either party may terminate the contract at one week's notice. The probation period is designed to give the employee the opportunity to assess their suitability and interest in the position at hand, while at the same time enabling the Company to establish the compatibility of the employee to the work environment. The probationary period may be extended by up to four months at the discretion of management. The disciplinary procedure does not apply during the probationary period.
3.3 DRESS CODE
In keeping with the environment within which we operate, it is essential that we continue to enhance our professional image. All employees are required to dress in a fashion suitable to the work they do.
[image: ] Our blue uniform T- Shirt and work top is available from our office.


3.4 TIMEKEEPING
Prompt timekeeping is essential to the overall performance of the organisation. Therefore, employees are expected to act in line with the hours of work outlined in their contract of employment. Continuous breaches of punctuality will if necessary be dealt with through the Disciplinary Procedure.
3.5 POLICY REGARDING THE USE OF TELEPHONE, E-MAIL AND INTERNET
Staff are made aware that the email and Internet facilities and the related equipment and technology (including all information on such systems) are the property of the Company.
The Company discourages the use of email for personal messages. Employees who have email or Internet access are required to monitor their personal usage to ensure that it is kept to minimal levels. Any person found abusing the system will have the facility withdrawn and will be dealt with through the disciplinary procedure.
Policy in relation to harassment, discrimination and misuse of confidential information apply to e-mail messages, and use of the Internet. It is against the policy of the company for any staff member to make derogatory statements, offensive comments or jokes, or display offensive visual materials.
Inappropriate use (including time and nature) of e-mails or Internet will be investigated and will lead to disciplinary action up to and including immediate dismissal.
The company recognizes that in certain circumstances, staff may be required to make and receive personal telephone calls. These calls should only be made or received if necessary. Any employee found abusing the use of the telephone will be dealt with through the disciplinary procedure. The use of personal mobile telephones should be kept to a minimum during work.
3.6 CONFIDENTIALITY
Employees are not authorised to disclose any information which is regarded as confidential by the Company to any third party. This includes:
All confidential information on the Company's databases relating to Company affairs. Details about CIL's actual or potential clients.
Employees are not permitted to make a copy, summary or abstract of any documentation belonging to the Company without obtaining expressed permission from the management of CIL.

3.7 ABSENCE DUE TO ILLNESS
As outlined in your contract of employment, you are expected to report for work each business day unless you are incapacitated by illness, absent with the prior permission of the Manager or otherwise unavoidably absent. In the event of being unable to report for work you are expected to notify or arrange to notify your manager as soon as possible.
In the event of personal illness, you must notify your manager and indicate the date on which you expect to return to work. If you perceive during your illness that you will need additional time to recover, please contact your immediate Manager at the earliest convenience to make them aware.
3.8.1  SICK LEAVE
In the event of an employee being absent for 2 days consecutive days or more, the employee will need to present a doctor's certificate to the manager.
Employees will not be paid for days absent due to illness during the first six months of employment.
An Employee who is certified ill will be paid for one week only. In addition, an employee may be entitled to claim illness benefit from the Department of Social Protection. To apply for illness benefit, an employee should obtain a Social Welfare claim form from their doctor or hospital and submit it to the Department of Social Protection to claim illness benefit.
In the case of long-term illness, a certificate must be provided every week unless an alternative agreement has been approved by the Company. The Company reserves the right to refer a case to a doctor of their choice, which may involve a medical examination. This may also be the case when an employee is returning to work after a prolonged or serious illness.




3.8.2 DENTAL/OPTICIAN/DOCTOR APPOINTMENTS
Circumstances may arise where you need time off for medical/dental appointments, or for other reasons. Where possible, such appointments should be made outside normal working hours. If this is not possible, time off required for these purposes may be granted at the discretion of the Manager. Evidence may be required such as an appointment card.
4.1 GRIEVANCE PROCEDURE
The purpose of the grievance procedure is to ensure that employees of the Company have a fair forum in which to express any problems or concerns they may have and to have them resolved quickly and satisfactorily.

4.2 APPLICATION
In order to achieve consistency and fair treatment across the organisation this procedure applies to all employees.
The Company recognises that good communication and a willingness to cooperate will help to resolve issues quickly and smoothly.
The Company encourages its employees to initially try to resolve an issue through informal discussions with the Manager.
The grievance procedure will normally be employed if these informal discussions have not helped to resolve the situation.
If the employee so wishes, the formal procedure can be implemented at any time.








DISCIPLINARY PROCEDURE
5.1 PURPOSE
The disciplinary procedure of CIL is designed to help and encourage all employees to achieve and maintain high standards of conduct, job performance and capability.
The disciplinary procedure aims to help employees whose performance or conduct falls below Company requirements to achieve the necessary improvement.
Formal procedures are vital to always ensure consistent and fair disciplinary action.

5.2 APPLICATION
In order to achieve consistency and fair treatment, this procedure applies to all employees in the company.
CIL reserves the right to depart from the precise requirements of the procedure outlined below where it is deemed reasonable to do so and where the resulting treatment is deemed to be as fair.
In order to maintain the smooth and effective running of the company, there are certain areas where disciplinary action may be required.
These include:
a) Poor Work Performance/ Capability:
This relates to the employee's ability and application to carry out the role they have been employed to do. Disciplinary action in this area will only be initiated once the employee is clear and understands what is expected of them.
b) Misconduct:
This applies where it is alleged that there is some fault or blame on the part of the employee concerned through a breach of the Company's standards of behaviour and rules and regulations. This can include persistent poor timekeeping, disruptive behaviour or any other act which the company considers to be a breach of the standards of required discipline.
c) Gross Misconduct:
This refers to gross breaches of misconduct, i.e., where it is alleged that an employee has deliberately broken company rules and regulations or standards of behaviour.
This may include, bullying, sexual harassment, fraud, theft, or any other serious offence. Any breaches of serious offences could result in summary dismissal. Please refer to the list in the summary dismissal section.
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5.3 PROCEDURE
This disciplinary procedure allows for warnings to be given for failure to meet Company standards of job performance, conduct and attendance. A breach of the employee's terms and conditions of employment may also prompt disciplinary action.
INFORMAL DISCUSSION PRE - DISCIPLINARY
If an employee's standard of work falls below an acceptable level, the Manager will informally make them aware that this is unacceptable, and points on how it is to be improved.
If the standard of work continues to deteriorate, or there is a breach of regulations, the formal disciplinary procedure begins.
5.3.1 STAGE 1 - FORMAL VERBAL WARNING
Normal action for less serious offences or unsatisfactory performance is a formal verbal warning. A meeting will be held between the employee the Manager, and the matter will be fully investigated.
The employee will be informed that the continuation of the breach is unacceptable.
The Manager will inform the employee how and to what extent the individual is falling short of expected standards, the timescale for improvement and the consequences of failure to improve.
This warning will remain active for disciplinary purposes for six months.

5.3.2 STAGE 2 - FIRST WRITTEN WARNING
If in the first instance the offence is more serious, or if there are no improvements arising from the formal verbal warning, a written warning will be given to the employee by the manager. A meeting will be held between the employee, the Manager and the matter will be fully investigated.
The employee will be informed of the extent to which they are falling short of the expected standards, the timescale for improvement and the consequences of the failure to improve.
This written warning will be active on the personnel file for disciplinary purposes for a period of nine months, unless there is repetition within the agreed review period.
If there is still no improvement in the situation, there will be a progression to stage 3.


5.4 STAGE 3 - SUMMARY DISMISSAL
Any case of gross misconduct (as defined below) will normally lead to summary dismissal.
CIL may summarily dismiss an employee without recourse to the above procedure.
In cases where the Company considers that summary dismissal is warranted, the company may suspend the employee with pay pending a full investigation of the matter.
If following an investigation of the matter the Company is satisfied that gross misconduct has occurred, the employee will normally be summarily dismissed.
The following are examples of misconduct, which may be defined as gross misconduct leading to summary dismissal.
These areas however are not exclusive, and instances of a similar nature will also be dealt with in the same way.
Theft, fraud or deliberate falsification of records.
Violence, threats of violence, intimidation or fighting.
Sexual, racial or other harassment.
Unauthorised use or disclosure of confidential information
Attending work under the influence of alcohol or non-medically prescribed drugs.
Any action that may bring CIL into disrepute.
Serious acts of insubordination
Any criminal offence that may adversely affect the interest of the company or its employees.

5.5 EMPLOYEES RIGHTS
At each stage of the disciplinary procedure, employees have:
· The right to be informed of the complaint against them and be given sufficient opportunity to present their case and call witnesses to support their case, as appropriate.
· The right to be accompanied to disciplinary meetings by a colleague or representative to record the proceedings on their behalf.
· The right to not be dismissed for a first offence, other than gross misconduct.
· The right to use the right of appeal to the Board of Directors or refer their case to a rights Commissioner.
6	LEAVE ENTITLEMENTS
6.1 ANNUAL LEAVE
The annual leave entitlement for each full-time staff member is outlined in their contract of employment. All part time staff will receive their holiday entitlement on a pro rata basis. The holiday year runs from 1st January to 31st December. All holiday entitlements for that period must be taken within that period.
For employees who commence employment during the holiday year, their entitlement will be calculated on a pro rata basis against the number of months they have worked.
Where a member of staff’s holidays coincides with a statutory holiday, then he/she is entitled to take an additional day's leave by arrangement with the Manager.
If requesting holidays of 2 weeks or more, employees must apply at least one month in advance.

6.2 PUBLIC HOLIDAYS
Staff are also entitled to ten public holidays in accordance with the Organisation of Working Time Act 1997 and any other day decreed by the Department of Jobs, Enterprise and Innovation as a National holiday.
These days are as follows:
New Years Day (January 1st) 
St Bridget’s day 1st Monday in Feb
St Patrick's Day (March 17th)
Easter Monday
First Monday in May First Monday in June First Monday in August
Last Monday in October
Christmas Day
St Stephen's Day
In respect of each public holiday, an employee is entitled to either:
a paid day off on the holiday, or an extra day's annual leave, or an extra day's pay.
This is at the employer's discretion.




[image: ][image: ][image: ]6.3 MATERNITY LEAVE
In accordance with the Maternity Protection Act 1994 and the Maternity Protection (Amendment) Act 2004, an expectant mother is entitled to 26 consecutive week's maternity leave. The employee must take at least two weeks leave before the expected date of the birth.
In addition, she may take an additional 16 consecutive weeks' unpaid leave immediately after her maternity leave. An employee's absence from work on additional maternity leave will count for all employment rights associated with the employment (except remuneration and superannuation benefits) such as seniority and annual leave.
There is a provision for termination of additional maternity leave (subject to the agreement of the employer) in the event of the hospitalisation of the child. Leave may only be postponed after 14 weeks maternity leave has been taken.
An employee must notify the Manager in writing of her intention to take maternity leave no later than four weeks before her maternity leave commences. The employee is also required at the time of notification to provide a medical certificate confirming the pregnancy and expected date of confinement.
Employees are required to advise their manager of their return to work four weeks prior to returning.
Employees during their maternity leave are entitled to receive state maternity allowance during the 26 weeks of the maternity leave. Application forms for this allowance are available from the Department of Social Protection. A claim for this benefit must be made 6 weeks before the employee intends to commence her maternity leave.

6.3.1 ANTENATAL AND POST NATAL CARE
An expectant mother is entitled to attend one set of antenatal classes without loss of pay (except the last three classes in a set). There is also a provision for a once off right to fathers to paid time off to attend the two antenatal classes immediately prior to the birth of the child.
There is a provision for breastfeeding mothers who have given birth within the previous six months with an entitlement, without loss of pay to either an adjustment of working hours or where breastfeeding facilities is provided, breastfeeding breaks.
This entitlement is one hour off from work each working day as a breastfeeding break in the form of.
	(l)	One break of 60 minutes
(2) Two breaks of 30 minutes each
(3) Three breaks of 20 minutes each or
(4) In such other manner as to number and duration of breaks as may be agreed by her and her employer.

6.4 PARENTAL LEAVE
Any natural or adoptive parent that is a full-time employee is entitled to 14 weeks unpaid leave to facilitate him/her to take care of his/her child. The child's date of birth must be after 3rd of June 1996, and the child must be under 8 years of age. Parental Leave may be taken as a continuous block of 14 weeks by agreement with the Manager or be broken up over a period of time. An extension to parental leave is also available for parents of children born between 3 December 1993 and 2 June 1996.
An employee must give written notice to their immediate Manager of their intention to take parental leave no later than 6 weeks before the proposed commencement of the leave.
CIL encourages any employee who is considering availing of maternity or parental leave to contact the Department of Social Protection

FORCE MAJEURE LEAVE
Force Majeure leave is provided for under the Parental Leave Act 1998. In the unfortunate event of an illness or sudden injury of a member of an employee's immediate family, an employee whose presence to assist a family member is indispensable, is entitled to paid leave for that purpose.
CARER'S LEAVE
Under the Carer's Leave Act 2001, there is an entitlement for an employee to avail of temporary unpaid leave from his/her employment to enable him/her to personally provide full time care for a person in need of such care.
To avail of Carer's, leave the employee must have completed at least 12 months continuous service with CIL. The employee must intend to provide full time care for the relevant person for the duration of the leave. The relevant person will be deemed to be in need of full-time care by a deciding officer of the Department of Social Protection.
The leave entitlement may be one continuous period of 104 weeks which is the maximum duration of the care, or this may be broken up into one or more periods not exceeding 104 weeks. The minimum statutory entitlement to be taken in one period is 13 weeks. CIL does reserve the right to refuse on reasonable grounds to permit the employee to take Carer's leave for any period of less than 13 weeks.
6.7 JURY SERVICE LEAVE
An employee who is called for jury duty is entitled to time off with pay for the required length of time. If the employee is not required in court the employee is expected to return for work on these days his/her service is not required for duty.
6.8 Compassionate Leave
In the unfortunate circumstance of bereavement an employee may be granted up to 3 days' paid leave. on the death of an immediate family member and 1 days' paid leave for the agreed extended family group. This will be at the discretion of the Company. Immediate family is defined as husband, wife, partner, son, daughter, mother, father, brother, sister. Extended family is defined as aunt, uncle, grandparent, father-in-law, mother-in-law and grandchildren.
7.0 EQUALITY STATEMENT
The purpose of this policy is to demonstrate CIL's commitment to equality of opportunity for existing and potential employees, by promoting a work environment that affirms our commitment to the personal dignity and worth of each employee. We do this by promoting a work environment that is free from discrimination in the following areas:
· Gender
· Marital status
   Family Status 
[image: ]   Sexual orientation
[image: ]Religious belief
· Age
[image: ]   Disability
· Race
· Membership of the travelling community
7.2 APPLICATION
This policy applies to all present and potential employees of CIL
7.3 POLICY
The Company is committed to equal opportunity of all employees and all potential employees of CIL. As such all employment decisions will be based on qualifications, merit and ability. Any decision in relation to employment will not be influenced by any of the aforementioned areas outlined within the purpose of this policy.
This policy applies to all areas of the organisation.
At CIL, recruitment decisions will not be influenced by any of the above areas of discrimination. To reiterate the purpose of the policy, all recruiting decisions will be based on merit, abilities and qualifications. Each employee of CIL has a personal responsibility for the implementation of this policy. This includes treating peers and managers with dignity and respect. Employees also have a responsibility to draw the attention of management to discriminatory practices or areas where they believe individuals have been treated unfairly under the above a forementioned. The Company is committed to equal opportunity of all employees and all potential employees of CIL. As such all-employment decisions will be based on qualifications, merit and ability. Any decision in relation to employment will not be influenced by any of the aforementioned areas outlined within the purpose of this policy.
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BULLYING AND HARASSMENT

PURPOSE
The purpose of the policy is to clarify to all staff that harassment or bullying of any kind will not be tolerated by the Company and to provide a method of dealing with it, should it occur.
DEFINITIONS
· Sexual Gestures.
· Displaying sexually suggestive material, such as pictures or sending suggestive emails.
· Unwelcome sexual comments or jokes.
· Unwelcome physical conduct, such as unnecessary touching, pinching etc.
An individual can also be harassed on grounds of their race, age, religious belief, marital/family status, sexual orientation, disability or membership of the travelling community.
Bullying / intimidation are defined as repeated verbal, psychological or physical aggression by an individual or group against others. Any such activity is viewed as an act of misconduct and examples may include:
1. Manipulating the victim's reputation by rumour, gossip and ridicule.
2. Social exclusion or isolation.
3. Preventing the victim from speaking by voicing loud criticisms or obscenities.
4. Manipulating the nature of the work or the ability of the victim to perform their work,
e.g., By overloading, withholding information or setting meaningless tasks.
Allegations of bullying / intimidation will be treated seriously at all stages and with due regard.
a) The dignity, respect and confidence of all concerned.
b) The rules of natural justice.
c) Grievance and disciplinary procedures.
All the above are viewed as acts of misconduct. Allegations of harassment or bullying will be treated seriously at all stages.
Employees should feel confident that they would be protected from harassment., sexual or otherwise, intimidation, victimisation, or discrimination resulting from the reporting of harassment or assisting with any consequent investigation.
PROCEDURE
A staff member who feels that he/she is being harassed or bullied should immediately ask the person harassing them to cease. If they feel that they cannot do so directly, they should contact the Manager immediately for assistance. A note should be kept of the dates of the alleged harassment and witnesses (if any).
Every effort will be made by the Company to resolve the complaint speedily. In accordance with the rules of natural justice, the alleged harasser will be given details of the allegation and an opportunity to reply. In some cases, it may be appropriate and sufficient for the Manager to explain to the person engaging in the harassment that their behaviour is unwelcome.
Where an official, formal complaint is made, a fair and impartial investigation will be conducted by management. Both parties to a complaint will have the right to be represented. during all stages of an investigation by a representative of their choice.
The Company views bullying, intimidation and harassment as acts of misconduct. If, after investigation, it appears that the complaint is valid, any necessary action will be taken to stop the bullying, intimidation or harassment immediately and prevent a recurrence. This may include disciplinary action ranging from a verbal. warning and up to and including dismissal. Any malicious complaints will be similarly treated.





SAFETY, HEALTH & WELFARE POLICY
HEALTH & SAFETY
CIL is committed to providing a safe work environment for its employees, business associates and members. The Company will endeavour to ensure that the working conditions and environment are not detrimental to the health, safety and welfare of employees. In accordance with the Safety, Health and Welfare at Work Act, 2005, there is a legal obligation on CIL, its employees, business associates and clients to have due regard for such matters in the day to day working of the Company.
Employees have a responsibility to co-operate with the Company in the operation of this policy.
A full copy of the CIL Safety Statement is available on request from the office.
DRUGS & ALCOHOL POLICY STATEMENT
The Company 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. All Employees must be able to perform their duties whilst at 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), disciplinary action will be taken which may lead to dismissal of the individual concerned.
The possession, distribution or sale of illegal drugs or any associated materials whilst you are on a course or at work is not permitted and disciplinary action will be taken.
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SMOKING POLICY
From 29th March 2004, smoking has been banned from all workplaces. In order to comply with this legislation, the Company has adopted a strict policy to ensure that the workplace is kept smoke-free thereby protecting all employees from any consequent health effects of passive smoking.
Smoking is prohibited throughout the workplace with no exceptions. The policy applies to management, staff and clients of the Company. The overall responsibility for the implementation of this policy rests with the management of the Company, with all staff having an obligation to adhere to the policy.
Any infringements by any member of staff or management will be dealt with under the disciplinary procedure. In addition, any employee or member of management can by law be liable for prosecution.
DATA PROTECTION PURPOSE
Data protection laws protect all personal information, which the Company holds, about its employees. We take our responsibilities under these laws seriously. We may hold information about you. Address, date of birth, marital status, educational or previous employment, references, records disciplinary investigations/meetings or grievances and other insurance documentation, payroll details etc.
This information is required for routine management and administration of your contract of employment and to protect your rights under various employment laws and for the following purposes.
Payroll and Accounts - for calculating and paying employee remuneration and keeping accounts relating to the activities of the Company.
Storage and Access
We store all personal information held about our employees in controlled access, in a central location.
In accordance with the Data Protection Act, you may request access to your personal data that is being processed by the Company and/or request the Company not to process certain of your personal data and/or to amend or update any personal data relating to you that is inaccurate. Any such request must be made in writing to the Manager, a copy of which will be retained on your personnel file. Where you have exercised any of the above-mentioned rights, the Company will comply with your request, subject to any lawful requirements and/or exemptions granted to the Company under the Data Protection Acts, 1988-2003.
Employee Consent
As part of your employment agreement, we request your consent to collect, process, disclose and transfer personal information, including any sensitive information as described above.
LEAVING THE COMPANY
TERMINATION OF EMPLOYMENT
The Minimum Notice and Terms of Employment Acts 1973 1991 require that a minimum period of notice be given by all employers and employees prior the termination of the contract of employment. Notice will run from and include the day on which it was given. 
During your probation period, the Company or employee may terminate employment by giving two weeks' notice. Outstanding leave may be taken during this notice period. Any outstanding holiday entitlements may be taken as part of your notice period; alternatively, it will be paid to you with your salary payment. Revenue will be notified of your termination.
Employee Acknowledgement
It is important you read this Handbook and become familiar with its contents. If you are unclear about anything, please consult the Manager.
The Policies and Procedures contained in the Company handbook as varied from time to time shall be deemed to be part of your contract of employment.
The company reserves the right to alter this handbook including details of guidelines, conduct and Health & Safety information from time to time. This handbook may also be subject to changes in employment legislation.
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