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1.0 Employee Acknowledgement Form
This Employee Handbook has been prepared for you information and understanding of the policies, practices and the benefits of St. Attracta’s Residence. 

Please read it carefully.

After you have read it please sign the statement below, and return to the Office Manager.

I, __________________________, have received and read a copy of the St. Attracta’s Residence Employee Handbook, which outlines the policies and procedures of St. Home, as well as my responsibilities as an employee.  

I have familiarised myself with the contents of this Employee Handbook. By my signature below I acknowledge understand, accept and agree to comply with all of the policies and procedures set out in the St. Attracta’s Residence Handbook.  Since the information in this Handbook is subject to change, as situations warrant, it is understood that changes in the Handbook may supersede, revise, or eliminate one or more of the policies in the Handbook. These changes will be communicated to me by my Manager or through official notices. I accept responsibility for keeping myself informed of these changes. 
I understand that the St. Attracta’s Residence Handbook is not my contract of employment and should not be deemed as such. 

I accept that St. Attracta’s Residence has the right to amend this Employee Handbook, as it deems necessary in its sole discretion.

If I am unclear on any aspect of the wording or interpretation of this handbook I understand it is my responsibility to contact my line manager to clarify my query.  

_____________________

(Employee Signature)

______________________

(Date)

2.0 Welcome
The most valuable resource of St. Attracta’s Residence is its staff. St. Attracta’s mission is to provide the best care we possibly can in a person centred home where each resident’s specific needs are met.  We all have an important role to play in this process. 

We provide equal opportunities and are committed to the principle of equality regardless of gender, marital status, family status, sexual orientation, religion, age, disability, race or membership of the travelling community.  St. Attracta’s Residence applies employment policies that are fair, equitable and consistent with the skills and abilities of our employees and the needs of the business.  We look to your support in implementing these policies to ensure that all employees are accorded equal opportunity for recruitment, training and promotion.
A company, like any team, is only as good as its combined members make it.  Great team effort is required to give our residents the care they deserve and this in turns results in our ability to run a ‘best in class’ successful home.  

We welcome you and express our sincere hope that you will be happy working here as part of our team. We ask that you read carefully the contents of this Employee Handbook as, in addition to setting out our rules and regulations, it also contains a great deal of helpful information. 

For the avoidance of doubt, the term “Manager” or “Supervisor” in this handbook refers to the line manager which may be the Clinical Nurse Manager, Chef, General Manager or Director of Nursing (Person in Charge).
We hope that you will enjoy being part of our team and we wish you every success in your career.  I would like to take this opportunity to welcome you to St. Attracta’s Residence. 

Signed: 
______________________



Trina Donohue



General Manager
3.0 Mission and Values
St. Attracta’s Mission is to provide the best care we possibly can in a person centred home where each resident’s specific needs are met.  

We aim to preserve dignity and promote independence for all older people we care for.  We are committed to maintaining the highest standards of care and treat our residents with the same respect, affection and consideration as we would our own family members.  

We employ a dedicated and competent team of staff who care for our residents with heart, passion and enthusiasm.  Our staff are our greatest asset and are trained, supported and listened to.  They establish and maintain relationships with residents that are based on respect and equality and that encourage and promote their independence.   

The team at St. Attracta’s works together to ensure that St. Attracta’s Residence remains progressive in its approach, constantly striving for the best for our residents and creating a positive place to work for everyone

Values:

· Teamwork – working together as a team is vital to ensuring that whatever needs to be done gets done properly every time.  

· Respect for the Individual – Respect for our residents is the most basic expectation in working at St. Attracta’s.  We employ a diverse workforce and respect for one another in all aspects of our work is vital.  

· Communication - Open communication is key to building open and respectful relationships.  Encouraging communication with residents is a core part of the care we deliver.  

· Integrity – we are honest and ethical in all that we do

· Care & Consideration – Demonstrating in all that we do and say that we truly care for our residents as if they were our family and extending the same care and considerations to our colleagues. 

· Enjoyment of Life & Work – We are committed to making St. Attracta’s Residence an enjoyable environment in which to live  and work

· Hearts & Minds - We know that qualifications aren’t everything and skills can be learnt, but a real caring and kind heart and nature is part of the ‘person’. We strive to ensure we employ staff with the right heart, confident that skills will be learned along the way.   

4.0 Joining Our Organisation
4.1 Probationary Period
You join us on an initial probationary period of six months. This does not prejudice our right to dismiss in accordance with the notice provisions contained in your individual contract or without notice for reasons of gross misconduct, should this be necessary. During this probation period your work performance and suitability will be assessed and, if your performance is not up to the required standard or you are considered to be unsuitable we may either take remedial action or terminate your employment, without recourse to the disciplinary procedure.  At the end of your probationary period you will again be re-assessed. If you have not reached the required standard we may in our discretion either extend the probationary period in order that remedial action can be taken or terminate your employment.  The probationary period will not in any case exceed 12 months in total. 
You will receive notice of the company’s intention to extend the probationary period before or at the end of the initial six month probationary period.  Extension of the probation period will normally be to 10 months.  Any continuous period of absence of four weeks or more will suspend your probationary period until your return to work.  In the event that you have three or more instances of absence during the probationary period your probation will be automatically extended.  
The full rigours of the disciplinary procedure will not apply during the probation period.  The notice period during the probation period is one week.
4.2 Job Description

You have been provided with a job description of the position to which you have been appointed but amendments may be made to your job description from time to time in relation to our changing needs and your own ability.  It may be necessary for you to take over some duties normally performed by colleagues. It is expected that you will be flexible in your role and undertake any reasonable task assigned to you.  
4.3 Performance and Review

Our policy is to monitor your work performance on a continuous basis so that we can maximise your strengths, and help you to overcome any possible weaknesses.  This also gives us the opportunity to receive feedback from our staff.  We have developed a culture of continual feedback and staff are encouraged to be open to this.  

4.4 Flexibility

It will be a condition of employment that you are prepared, whenever necessary, to transfer to alternative duties within our house.  This flexibility is essential as the type and volume of work is always subject to change, and it allows us to operate efficiently and maintain the highest level of care for our residents.  This includes moving from shift as required. 

5.0 Staff Training
St. Attracta’s Residence is committed to develop the skills and competencies of all employees to ensure the quality of care delivery and professional development is maintained.  To achieve this commitment you must attend mandatory training sessions.  You may also be required to attend other training identified as being of benefit to your role within the company.

St. Attracta’s pays staff to attend mandatory training.  This includes induction, manual handling, fire training, infection control, protection training and dementia awareness.

If staff are rostered to attend such training and fail to attend they may be putting the home into a category of non-compliance with HIQA.  We expect therefore that staff will diligently attend such rostered training and in the unlikely event you are unable to attend contact the home in advance to inform us.  If staff fail to attend scheduled training repeatedly it may result in your removal from the roster and you will be required to obtain the training at your own cost.

Should an employee leave within twelve months of commencing work the company reserves the right to deduct the cost of the initial training hours from your final salary – this includes induction /on the floor training as well as classroom based training.  If you attend any exceptional course which the company agrees for you to attend and leave within twenty four months of commencing employment a deduction relating to the course costs (training and attendance) will apply. 

5.1 Training Plans

The Home has a Training Plan which is reviewed and updated periodically.  The Training Plan includes all mandatory training, and any additional training considered necessary and agreed with the Director of Nursing.  Individual training requirements shall predominantly be determined during the staff member’s performance appraisal.  
The aim of the individual Training Plans is to ensure that all staff:

· Meet the changing needs of residents

· Fulfil the aims and philosophies of the residential care setting

· Understand and adhere to the policies and procedures of the residential care setting and those of their regulatory body

· Are suitably competent to carry out their role. 
Mandatory Training Elements shall be attended by all staff members.  These include (but are not limited to):

· Fire Safety and Evacuation Training - annually.
· Manual Handling Training - every two years.  
· Protection of the Older Person Training - every two years.  

· Infection Control training - every two years.

· Any other mandatory training which may be deemed necessary by a professional body
· Dementia Awareness Training
Mandatory training shall be organized by the Director of Nursing.  Staff shall be informed of the dates and times of scheduled training.  The Director of Nursing shall review attendance at mandatory training on an annual basis. 
5.2 Attendance at Conferences/Courses/Seminars

Employees wishing to attend conference/seminars must verbally make an application, in the first instance, to the Director of Nursing giving details of the course, associated costs and any leave required.   The Director of Nursing shall identify with the employee the nature of the conference/seminar to identify the relevant benefits to the home.  Approval for attendance must be obtained in advance of the conference/seminar.  Under no circumstances will retrospective approval be granted.

Where employees attend conference/seminars and the attendance was facilitated by St. Attracta’s Residence, they are required to submit a verbal brief report, outlining the relevance of the course/conference to their work and/or the Services. This shall be coordinated in conjunction with the CNM, to allow all relevant staff to benefit from this feedback.
5.3 Private Study Facilities
 St. Attracta’s Residence Provides a framework within which staff who wish to undertake further education/training courses in their own time which are specifically or generally relevant to their role as an employee are facilitated.  

· Nursing staff shall, where possible, be facilitated to undertake a relevant post-registration qualification in the nursing and care of the older people. 
· It is hoped that all newly recruited care staff and those in post less than one year shall commence training to QQI Level 5 or equivalent within 2 years of taking up employment.  The needs of long-term staff shall be identified on an individual basis.  
· The following factors will be considered, in dealing with applications:

· The ability to give day release is dependent on the service needs
· The relevance of study to the present work of the employee

· The relevance of the study to the long-term development of the employee with St. Attracta’s Residence
· Applications for support (financial support and/or leave) shall be discussed with the Director of Nursing.  Approval for any financial support and/or leave to be given to an employee for further study shall be approved by the Director of Nursing.  Approval shall be dependent on resources available. 

· Where financial support is for an individual to undertake further study, this shall amount to no more than 50% of the overall course fee and shall be refunded at the end of each academic year or corresponding course period and on receipt of confirmation from the college/institution that the employee has satisfactorily attended/participated in the course and, where applicable, has completed the relevant examinations or other prescribed tests/assignments. 

· Employees on approved study courses should advise the Director of Nursing in writing at the beginning of the academic year of any anticipated study leave. 
5.4 Training Evaluation

· All training, irrespective of the type of training, shall be evaluated.

· Where it is a mandatory or internal course, the trainer has responsibility for evaluating the course with the trainees.

· Where it is an external course, conference or personal study leave, it shall be evaluated by the Director of Nursing or their nominated delegate with the staff member.  
· The aim of evaluation is to determine the benefits of the training, the impact on the staff member’s role in the organisation (and care/service provision) and to identify any opportunities for improvement for subsequent training course.

· Results of the evaluations shall be communicated to all relevant personnel and used to determine appropriate courses for staff, or required improvements for existing courses. 

6.0 Wages and Salaries
6.1 Payment

· Payment will be made monthly between the 5th and 7th of each month, in arrears, by cheque or credit transfer to your bank account and such payment arrangement shall remain in force until otherwise mutually agreed in writing 

· You will receive a pay slip showing how the total amount of your pay has been calculated.  It will also show the deductions which have been made and the reasons for them, e.g. PAYE, PRSI, etc.

· Any pay queries which you may have should be first raised with your line Manager.
· Hours of work are recorded using a clock in system.  If you forget to clock in or out then the system will not know to pay you for that shift.  Please notify Payroll/the main office if you forget to clock in or out.  The clock in system also automatically calculates your annual leave entitlements.  If you have any queries on this go to Payroll.
· We recommend you keep a note of your own worked hours and if there is any discrepancy raise it with Payroll.
· Break times are unpaid and the clock in system automatically deducts break times based on the length of shift worked.  
· Handover time is unpaid and it is a condition of employment that all staff are present for handover which takes place 10 minutes before the start of shift.  
· Pay slips can be issued manually and electronically - if you are happy to receive your payslip via email please let the main office know your email address.  
6.2 Overtime 

It is a condition of employment that some employees should be available to work outside the normal hours of work. You will be paid for any extra hours worked once these have been pre-approved by the nurse in charge.  
6.3 Overpayments
If you are overpaid for any reason, the total amount of the overpayment will normally be deducted from our next payment but if this would cause hardship, arrangements may be made for the overpayment to be recovered over a longer period.

6.4 Income tax and social insurance

At the end of each tax year you will be given a form P60 showing the total pay you have received from us during that year and the amount of deductions for Income Tax and PRSI.  You should keep this document in a safe place, as you may need to produce it if making enquiries with the Revenue, etc.

7.0 Roster

Rosters are prepared in advance for all staff.  The rosters are typically prepared at least 2 weeks in advance of the shifts.  There may be exceptions to this timeline if circumstances prevail.  Staff are consulted on their rostering preferences and typically give input into their shift preferences.  

Rosters are prepared to meet the needs of the home.  Consideration is given to staff preferences however the operational requirement will be the priority.  If the manager who is completing the rosters is unable to meet these preferences he /she will endeavour to explain this to the employee.  

In the event you are unhappy with any aspect of your working hours, roster, breaks etc it is your responsibility to raise this with your line manager.  If you are unhappy with this you are then free to raise this as a grievance under the grievance procedure.  
It is a clear expectation of St. Attracta’s that staff will work their fair share of night duty shifts as required.  This is a key condition of being employed and failure to comply with this can affect the contract of employment.  

St. Attracta’s will always endeavour to ensure we roster the appropriate number of staff to ensure the house is safely run.  The roster is prepared with enough time to ensure staff are fully aware of their roster commitments.  In the event of unplanned or unexpected absence the nurse in charge will always try and cover the shift.  This will require us to contact staff who are off duty and we ask that all staff respond to these calls even if it is to confirm they are unavailable.  
Any staff who are frequently unable to attend work will be met with and their attendance reviewed with the General Manager.  Our rosters and schedules are regularly reviewed to ensure we do not have any gaps or shortages in the staff cover.  
7.1 Breaks

Breaks are not written into the roster as there is a custom and practice in place with regard to how breaks operate.  Staff are responsible for ensuring they take their break when on shift.  You are not required to clock in/out for breaks however breaks are unpaid and will be deducted automatically from your clock in based on hours worked.  

· If you work 4.5 hours or less you do not get a break and are not deducted a break.

· If you work between 4.5 and 9 hours you are entitled to 30 minutes.  

· If you work between 9-12 hours on shift you are entitled to 45 minutes.

· If you work in excess of 12 hours you are entitled to 1 hour.  

All break times include smoke breaks.  

If you are unable to take a break at the allocated time you must notify the nurse in charge immediately who will facilitate you to get your break on that day.  If you were completely unable to take your break you must notify Director of Nursing/General Manager in writing (within 1 week) that you were unable to take this break. They will look at the reasons why you were unable to take your break.  As soon as possible, you will be facilitated to take the rest break that you were due. 

7.2 Shift Handover

Staff are required to be present for shift handover.  This takes place 10 minutes before the commencement of shift.  Therefore if you are due to commence work at 3pm you are expected to report for handover to the nurse at 250pm.  This handover time is unpaid however it is a core requirement of your role and is not optional.  
8.0 Leave 

Please see the appendices for full details on Maternity Leave, Adoptive leave, Parental Leave, Force Majeur, Carers Leave and Jury Leave.  

8.1 Compassionate Leave

Leave to attend a funeral on compassionate grounds will be granted to all employees regardless of their length of service to the company.  The length of this leave will be determined by the relationship between the employee and the deceased person.  In the unfortunate event of a bereavement occurring the General Manager will use her discretion in granting the length of compassionate leave and whether or not any of this leave should be paid leave.  It is not customary to receive payment for time off to attend a funeral.  

8.2 Annual Leave
HR-013 Annual Leave policy is attached and give a full explanation on annual leave entitlements and processes.  
8.3 Unauthorised Leave

Failure to attend work without receiving authorisation or proving a satisfactory explanation for non-attendance is deemed unauthorised leave. All attempts should be made to contact the nurse in charge at the earliest possible time to inform of non-attendance.  In any event, they should be notified by not later than 8 hours before your start time on the first day of absence. 

If no contact is made within 3 working days written notification will be sent requesting you make contact immediately explaining the reason for this unauthorised leave.  All unauthorised leave will be investigated and if no reasonable explanation is provided, disciplinary action may be taken.  

If an employee fails to attend work and does not respond to attempts by the home to contact them it will be considered that the employee has abandoned their job and a letter confirming termination of employment may be issued.  This will only occur when all reasonable efforts have been made to establish contact on the part of St. Attracta’s.  

9.0 Attendance and Time Keeping

The staff of St. Attracta’s Residence are vital in running this efficient and reliable facility.  It is vital that staff are aware and understand that they are expected to be at their designated place of work on time, all of the time.  Constant lateness or non-attendance is a serious offence and disturbs other colleagues, management and residents. Persistent breach of this policy may lead to disciplinary action up to and including dismissal.  
You must attend for work punctually at the specified time (including handover) and you are required to comply strictly with any time recording procedures relating to your area of work.  You must be ready to start work at your appointed time.  This is extremely important because we are responsible for a duty of care, which requires a smooth handover. 

A clock in and out system is in place, all staff are required to clock in at the beginning of each shift and out when their shift has ended.  Failure to use the clock in and out system correctly or incorrect use or falsely representing a clock in may result in disciplinary action.

All absences must be notified in accordance with the absence reporting procedures laid down in this Employee Handbook.

If you are hourly paid and you arrive to work more than three minutes late (e.g. at 8.03am) you will lose 15 minutes pay.  If you arrive to work more than 19 minutes late (e.g. at 8. 20am.) you will lose 30 minutes pay and so on. If you arrive for work more than one hour late without having previously notified us, other arrangements may have been made to cover your duties and you may be sent off the premises for the remainder of the shift/day without pay.

Lateness or absence may result in disciplinary action and/or loss of appropriate payment.  

9.1 Hours of Work

The average working week will consist of up to a maximum of 48 hours per week, Monday to Sunday, when averaged over a 4-month period.  From time to time, based on business needs, you may be requested to work hours in addition to the normal working hours, and your co-operation in this regard will be appreciated.  Where possible any such requirement will be notified to you in advance by your immediate Manager/Supervisor.

9.2 Clock in System
A clock in and out system is in place in the Home, all staff are required to clock in at the beginning of each shift and out when the shift is finished. 

9.3 Lateness

If you are going to be late for work please contact your Manager immediately giving reason and approximate time of arrival.  Notification should be made personally.  Notification by text message or email is not acceptable. 
9.4 Time Off

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 your Manager and will be without pay.

9.5 Sickness

For full information on your sick leave entitlements and requirements please see HR021 Attendance Management Policy.  

If you are unable to attend work due to sickness please contact the nurse on duty giving your reason for absence.  In any event, they should be notified, where possible, by no later than 8 hours before your normal starting time on the first day of absence. 

Please clarify:

· Estimated period of absence

· The reason for the absence

· If you’ll be seeking medical advice

If medical advice is sought, you must contact your manager to inform of your certified return to work date. Please submit all medical certificates to the Director of Nursing.  
An employee who is absent due to illness or injury for more than 2 shifts (days/night) shall submit a medical certificate on the third day or night covering the full period of absence.  On returning to work, report to the nurse in charge on that day.  In some circumstances a “fit to return to work” certificate may be requested.  All medical information will be treated confidentially.  Management reserves the right to request that you attend a doctor nominated by them at any time during sickness or incapacity.

Notification of illness should be made personally.  Notification by text message or email is not acceptable. Notification should not be made by any other family member on your behalf unless you are so severely incapacitated that you cannot make the call.  
Any staff member who has more than three instances of absence in a 6 month period will be automatically required to attend a meeting.  The outcome may result in disciplinary action.  

An employee who is absent due to illness or injury for more than 2 shifts must supply a medical certificate.  

Where a staff member has a high level of absence (regardless of reasons and whether the absence is certified/uncertified) can expect to have a discussion with their line manager.  Where there is a high level of absence disciplinary procedures may commence.  
9.5.1 Sick Leave Payment

You are entitled to claim Illness Benefit during absence as a result of sickness or injury, provided you meet the criteria laid down by the Department of Social Protection.  There is no contractual Company sick pay entitlement in addition to Illness Benefit/Social Welfare entitlement.  

The Company, however, also retains the right, in the event of an employee falling ill for an extended period of time to compensate that employee as the business sees fit, this is solely at the discretion of management.

9.5.2 Medical Certificate

Submission of a Medical Certificate providing the reason for any absence may not necessarily be regarded as sufficient justification for being absent from work.  Sickness is just one of a number of reasons for absence and although it is understood that sickness may require absence from work, continual or repeated absence may require independent medical verification.  

9.5.3 Unnecessary Absence 

Management will take into account the reasons and extent of all absenteeism including any absence as a result of illness.  Employees must be aware that all absence and particularly excessive absenteeism (for whatever reason) may negatively impact on our duty of care and also reduces our efficiency and the ability to provide the high standards of care.  As a consequence, the Company will treat any false claims in a serious light, which may result in disciplinary action. 

9.5.4 Absence notification
It is every employee’s personal responsibility to ensure that verbal contact is made with the Manager on duty to inform of any lateness or absence no later than eight hours before your regular starting time.  This responsibility cannot be given to family or friends.  Text messaging or emailing is not an acceptable form of contact.  
9.5.5 Lack of Dexterity or General Ill Health 
Personal circumstances may arise in the future which do not prevent you from attending for work but which prevent you from carrying your normal duties (e.g. a lack of dexterity or general ill health).  If such a situation arises, we will normally need to have details of your medical diagnosis and prognosis so that we have the benefit of expert advice.  Under normal circumstances this can be most easily obtained by asking your own doctor for a medical report. 
Your permission is needed before we can obtain such a report and we will expect you to co-operate in this matter should the need arise.  When we have obtained as much information as possible regarding your condition and after consultation with you, a decision will be made about your future employment with us in your current role or, where circumstances permit, in a more suitable role. 
9.5.6 Other Affliction
There may also be personal circumstances, which prevent you from attending work, either for a prolonged period(s) or for frequent short absences.  Under these circumstances we will need to know when we can expect your attendance record to reach an acceptable level and again this can usually be most easily obtained by asking your own doctor with your consent for a medical report.  When we have obtained as much information as possible regarding your condition and after consultation with you, a decision will be make about your future employment with us in your current role or, where circumstances permit, in a more suitable role.  
It is your responsibility as an employee to keep the home appraised of your circumstances in order to maintain employment.  
10.0 Other Benefits

Personal Retirement Savings Account (PRSA)

St. Attracta’s Residence will provide access to a Personal Retirement Savings Account (PRSA) Scheme upon request from an employee.  
Refreshment Making Facilities

We provide refreshments for all staff for break times.  These are provided free of charge and are a considerable benefit of employment.  If you are working a long day you are free to request a dinner from the kitchen who will endeavour to accommodate your request; the resident’s requirements will always take precedence.  Staff are encouraged to tidy up after themselves both in the kitchen and at the break table.  

11.0 Confidentiality 
Resident confidentiality is of paramount importance when working in our home.  Due to the nature of our business sensitive information regarding our residents or other information should only be discussed with the relevant authorised persons within the home.   All staff sign a confidentiality agreement as part of their contract offer and are given a copy of the Confidentiality Policy HR018 (attached here as an appendix).    Information regarding a resident's history, treatment and state of health is privileged and confidential and shall be treated as such by all employees.

12.0 Data Protection
The Data Protection Act 2018 changed many of the previous rules relating to data protection.  St. Attracta’s has its own Data Protection Policy in place which is available to all staff on request.  The policy outlines the policies and procedures we have on how we:

· Obtain and process information fairly

· Keep it only for one or more specified, explicit and lawful purposes

· Use and disclose it only in ways compatible with these purposes

· Keep it safe and secure

· Keep it accurate, complete and up-to-date

· Ensure that it is adequate, relevant and not excessive

· Retain it for no longer than is necessary for the purpose or purposes

· Give a copy of his/her personal data to an individual, on request

The Staff Information Privacy Statement is enclosed in this handbook in the appendices for your information.  

Should you wish to discuss any aspect of concern relating to your data please do not hesitate to speak with Alison Moore (Director of Nursing) or Trina Donohue (General Manager).  

12.1 Computer Systems, Social Media, Internet and Email

IM004 – Telephone and Computer Usage Policy outlines St. Attracta’s Residence procedures for working with computerised systems.  This policy in full is available in the policy folder in the nurses office or on request from the main office.  
13.0 Telephone Use including Mobile Phones

Telephones are essential for our business. Personal telephone calls are allowed only in the case of emergency and with the prior permission of Management. You are not permitted to make calls on your personal affairs from office telephones without the permission of your immediate supervisor. The Company reserves the right to charge you for such calls.

From when you arrive at work until when you leave work the use of personal mobile phones is strictly prohibited (this excludes break times). This includes sending/receiving text messages, retrieving voice mail messages etc. Personal mobile phones must be switched off during working hours and left in the relevant staff locker if provided (this does not include break times).  There are a small number of selected roles where this rule does not apply.  
Failure to adhere to this policy may result in action being taken against the individual in line with the established company procedures. For details of our disciplinary procedures please refer to our employee handbook.
14.0 Infection Control 
The goals of infection control are to control infections in residents and control and prevent infections to health care workers. We have a comprehensive Infection Prevention and Control Policy CE005 which all staff are required to read upon commencing employment.  This policy in full is available in the policy folder in the nurses office or on request from the main office.  Any updates to policies are typically communicated via meetings, messages, notices etc and not unless deemed necessary by reissuing the full policy.

All staff shall receive education and training and regular updates on the risks of infection that are commensurate with their work activities and responsibilities and their role in preventing and managing infection. 
15.0 Uniform & Dress Code

The uniform and dress code policy is CE012 and is attached here as an appendix. 
16.0 Health & Safety 
All staff have access to St. Attracta's Safety Statement.  A copy is issued as part of the offer pack and a copy is displayed on the wall in the staff area.  This includes the home safety policy and a large amount of general safety information.  
We have comprehensive fire prevention and emergency response procedures in place.  All staff are trained on fire safety annually.  The detailed fire response procedures are contained in the two emergency procedures folders located in the home.  In the event of any emergency you must always as a priority report to the nurse in charge who will issue instructions.  
Employees are requested to make themselves fully aware of the following points in relation to fire safety and emergency preparedness:

· Location of the two emergency response plans

· Nearest exit points
· Location of fire extinguishers throughout the building 
· Location of assembly points should there be a need to evacuate due to a fire
· Fire panel and what the fire alarm sounds like

Resident Absconsion is another hazard within the home.  A detailed response on management of resident absconsion is contained in the Emergency Response folder.  

16.1 Accidents

Accident to a resident

· On discovery of an accident to a resident immediately use the emergency bell to raise the alarm. 

· Offer reassurance to the resident but do not move or lift them.  

· Notify Nurse in Charge/Manager

· Do not move/lift resident without nurses approval

· If fracture or other injury is suspected, cover resident with blanket and call ambulance

· Notify next of kin as soon as possible.  

· Do not leave resident alone

· The Nurse in Charge/Manager will interview witness and note record of statement

· The Nurse in Charge/Manager will complete Accident Report Form

· The Nurse in Charge will make note of incident in Residents Daily Nursing Report

Accident to staff/ visitor

· On discovery of an accident to a staff member immediately use the emergency bell to raise the alarm if required 

· Report accident immediately to Manager or Nurse in Charge

· The Nurse in Charge will determine First-Aid requirements

· The Nurse in Charge will decide to call doctor/ambulance if necessary

· The scene of the accident should be examined for any defect, spillage, etc.

· If necessary, Manager or Nurse in Charge will take photographs

· Manager or Nurse in Charge may interview witnesses and make record of statements

· Manager or Nurse in Charge will complete Accident Report Form with the input from the employee where possible.

Any staff member who may be injured in the course of their duty must notify the nurse in charge on that shift.  They should not leave the home without making management aware that an incident has occurred.  It is not acceptable to report an incident/accident days after it took place.  Under the law all employees have a responsibility to take reasonable care of their own health and safety, and that of others who may be affected by their acts or omissions at work and to report all accidents/incidents/near misses without delay and co-operate with the investigation of an accident/incident.  
16.2 Flu Vaccine

As you are now working in a health care environment with older vulnerable people it is strongly recommended that you receive the flu vaccine annually. The flu vaccine is an effective way of reducing the risk of you contracting flu and of you passing it on to your family or the older people you care for in the home. We organise the local GP to administer this annually for a nominal cost in the home (free if you have a medical card). The vaccine is highly recommended to all healthcare workers in all healthcare settings.

16.3 Alcohol & Substance Abuse 
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 or/and residents.

Attending work while under the influence of alcohol or substances endangers residents and fellow staff, thus is prohibited by St. Attracta’s Residence.   Policy HR024, Management of Suspected Alcohol & Substance Abuse which is attached as an appendix outlines St. Attracta’s Residence policy on same.  
16.4 Bullying & Harassment Policy 

St. Attracta’s Residence recognises the right of all employees and others who work at our premises to be treated with dignity and respect.  The policy attached in the appendices - HR025 Dignity at Work and prevention of Bullying and Harassment gives the detailed response to St. Attracta’s position and response in relation to any allegations of bullying, harassment or sexual harassment.  
16.5 Smoke Free Work Place
In line with statutory provisions on the issue of smoking in the workplace, St. Attracta’s 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.  There are two designated smoking areas on the home site; a smoking shelter in the enclosed garden off the main dining room and at the top exit off the Clew Bay Suite.  These are the only two designated areas and smoking anywhere else on the grounds is prohibited.  
16.6 Food Hygiene
All staff who work in the kitchen will be fully trained on their role and duties.  Many staff serve food and assist residents at mealtimes.  Here are some general guidelines in relation to handling residents food:

· Washing of Hands - You must wash your hands immediately before commencing work, after using the toilet and having completed specific tasks.
· Dressing cuts and burns - Any cut or burn on the hand or arm must be covered with an approved dressing.
· Hair coverings – Hair must be covered by a cap/hair net at all times when working in the kitchen.  
· Jewellery - No jewellery should be worn, other than plain band wedding rings and stud earrings.

· Make Up & Perfume - Excessive amounts of make-up or perfume and nail varnish should not be worn.

· Contact with infectious illness - If you are suffering or have been in contact with any person suffering from an infectious or contagious disease or illness, please contact the Manager on duty before reporting to work as there may be a guideline on the amount of time you should remain away from work.

· HACCP Guidelines – Kitchen staff must adhere to the HACCP guidelines which they will be trained in.  
17.0 Capability and Competence 

We recognise that during your employment with us your capability or competence to carry out your duties may deteriorate. This can be for a number of reasons, the most common ones being that either the job changes over a period of time and you fail to keep pace with the changes, or you change (most commonly because of health reasons) and you can no longer cope with the work.

If the nature of your job changes we will make every effort to ensure that you understand the level of performance expected of you and that you receive adequate training and supervision. If we have concerns regarding your capability these will be discussed in an informal manner and you will be given time to improve.

If your standard of performance is still not adequate you will be warned in writing that a failure to improve and to maintain the performance required could lead to your dismissal. We will also consider the possibility of a transfer to more suitable work if possible.

If there is still no improvement after a reasonable time and we cannot transfer you to more suitable work, you will be issued with a final warning that you will be dismissed unless the required standard of performance is achieved and maintained.

If such improvement is not forthcoming after an agreed period of time, you will be dismissed.

An annual appraisal is carried out which gives an overview on your performance for the previous year.  The policy which gives full information on performance management and development is attached in Appendices as HR008 – Staff Performance Appraisal and Professional Development Plan.  

17.1 Disciplinary Overview

St. Attracta’s Residence is committed to treating all staff fairly and equitably and to helping employees perform effectively. However, there will be occasions when it may be necessary to invoke Disciplinary Procedures, which are designed to protect the interests of both the Organisation and its employees. All employees' rights to natural justice and fair procedures will be upheld at all times.

The complete St. Attracta’s Residence Disciplinary Policy is attached in Appendices HR023 Disciplinary Procedure.

17.2 Grievance Procedure 

St. Attracta’s Residence has a detailed Grievance Management Procedure - HR026
Grievance Management which is attached in the appendices.  The purpose of this policy provides staff with a readily accessible procedure for addressing problems or concerns they may have regarding their work, management or another member of staff. This policy also ensures that staff may formally raise a grievance as regards any decision or action taken by this organisation also giving staff the opportunity to make management formally aware of situations where it is felt that a policy or procedure is not being followed or applied fairly to employees.

18.0 Recruitment and Selection 

St. Attracta’s Residence will endeavour to ensure that those staff tasked with making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.  Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.

Job descriptions, where used, will be revised to ensure that they are in line with our equal opportunities policy. Job requirements will be reflected accurately in any personnel specifications.  We will adopt a consistent, non-discriminatory approach to the advertising of vacancies.   All applicants who apply for jobs with us will receive fair treatment.  Short listing and interviewing will be carried out by more than one person where possible.   Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.  Selection decisions will not be influenced by any perceived prejudices of other staff.

18.1 Equal Opportunities Policy 

St. Attracta’s Residence is committed to equality of opportunity for all staff and students irrespective of gender, civil status, family status, sexual orientation, religious belief, age, disability, nationality or ethnic or national origin, or membership of the travelling community.  Should any staff member feel they have not been treated equally on the basis of one of the above criteria they should in the first instance report it to their line manager.  If they are not satisfied with the response they should raise it as a grievance under the grievance procedure.  

18.2 Diversity

Diversity  is  about  valuing  peoples’  differences  and  addressing  their  different  needs  and situations. St. Attracta’s Residence is committed to encouraging diversity and eliminating discrimination in  both  its  role  as  an  employer  and  as  a  provider  of  services  to  our  residents  and  their Families. St. Attracta’s Residence   recognizes the  value  of  attracting  and  retaining  employees  with different backgrounds, knowledge,  experience and abilities.  We aim to  create a  culture that respects  and  values  each  other’s  differences,  that  promotes  dignity,  equality  and  diversity, and  that  encourages  individuals  to  develop  and  maximize  their  true  potential.  We  are committed  wherever  practicable  to  achieving  and  maintaining  a  workforce  that  broadly reflects the local community in which we operate.  
We want to create a supportive and Inclusive environment where our staff provides care in partnership with our residents, without Prejudice and discrimination. We are committed to a culture where respect and understanding is  fostered  and  the  diversity  of  people's  backgrounds  and  circumstances  will  be  positively valued.  The  aim  of  this policy  is  to  achieve  equality  of  care  by  removing  any  potential discrimination  in  the  way  that  people  are  cared  for  and  all  who  use  or  work  in  our  services irrespective  of  gender,  marital  status,  race,  ethnic  origin,  colour,  nationality,  national  origin, disability,  sexual  orientation,  religion,  age  or  mental  capacity  who  will  be  cared  for  in  an Environment that is underpinned by knowledge and skill and person centred care. 
We oppose all forms of unlawful and unfair discrimination. All our employees, whether part-Time,   full-time   or   temporary,   will   be   treated   fairly   and   with   respect.   Selection   for employment,  promotion,  training,  or  any  other  benefit  will  be  on  the  basis  of  skills  and Ability. 

19.0 General Information

19.1 Changes in Personal Details
All staff must notify us of any change of name, address, telephone number, etc., so that we can maintain accurate information on our records and make contact with you in an emergency, if necessary, outside normal working hours.

19.2 Other employment
If you are considering any additional employment you must notify us as there may be a question of a conflict of interest or a breach of the Organisation of Working Time Act.

19.3 Travel Expenses
We will reimburse you against receipts for costs involved whilst travelling on our business, details of which are available on request.

19.4 Employees' property
St. Attracta’s Residence do not accept liability for any loss of, or damage to, property, which you bring onto the premises. You are requested not to bring personal items of value onto the premises and, in particular, not to leave any items overnight.

19.5 Lost Property
Articles of lost property should be handed to the Office Manager who will retain them whilst attempts are made to discover the owner.

19.6 Gifts
If a resident wants to give you anything including money, gifts or discarded items, you must first notify the office. We do not accept tips or financial gifts from residents. A gift form must be signed by you and the resident. The Gift forms are there for your protection in case the resident is unable to remember making such transactions. 

Employees are requested to notify management of any "gifts" which are offered to the individual or company, from suppliers due to purchasing incentives.

19.7 Car Park Facilities
Car parking is provided by the company for its employees. The home cannot accept responsibility for vehicles or the contents thereof while on company property.
To avoid congestion, all vehicles must be parked only in the designated parking areas. No liability is accepted by the home for damage to private vehicles, however it may be caused.
19.8 Residents Writing Wills

If a resident wishes to make a will, he/she should be advised that it is in his/her own interest to contact his/her solicitor. Should a resident wish to make a Will in an emergency the Director of Nursing or the Resident's Advocate should be contacted.

Witnessing of Wills - It is not allowed for any member of the staff to witness a Will, as there is a possibility of relative's later suggesting that a staff member had the opportunity of exercising undue influence on the resident. Advice should be sought from the Director of Nursing or the General Manager.
19.9 Minimum Waste Policy 

We maintain a policy of "minimum waste" which is essential to the cost-effective and efficient running of all our operations.  You are able to promote this policy by taking extra care during your normal duties by avoiding unnecessary or extravagant use of services, time, energy, etc.  Handle machines, equipment and stock with care.  Turn off any unnecessary lighting and heating. Keep doors closed whenever possible and do not allow taps to drip.  

19.10 Re-Imbursement for Negligence 

Any damage to vehicles, stock or property (including all equipment) that is the result of your carelessness, negligence or deliberate vandalism will render you liable to pay the full or part of the cost of repair or replacement.

19.11 Observation of Rules, Procedures & Instruction  

Any loss to us that is the result of your failure to observe rules, procedures or instruction, or is as a result of your negligent behaviour or your unsatisfactory standards of work will render you liable to reimburse to us the full or part of the cost of the loss.

In the event of an at fault accident if you were responsible for that accident you may be required to pay the cost of the insurance excess.  In the event of failure to pay, we have the Contractual Right to deduct such costs from your salary.

19.12 Contractors

At times of change in, or nature of, the workload may require the company to bring in specialist contract services. In cases where new machinery, equipment, technology etc. are introduced it would often be necessary for the company to contract outside technical experts. This would be done so that such experts can train and develop the skills of existing employees.

19.13 Maintenance

Any staff member can request maintenance. Nurses, carers and housekeepers should be vigilant in identifying maintenance requirements particularly where injury or an accident could occur. Maintenance requests should be entered in the maintenance book or requested via the nurse in charge.

19.14 Right to Search

The company reserves the right to search an employee at any time. Should this be required, Management are authorised to conduct the search. In the event of a search, an employee will be entitled to have a witness of his/her choice in attendance. 

The search may be conducted on the employee, his/her property, motor vehicle or locker (if provided). Any employee found in unauthorised possession of articles belonging to the company, or to another employee or client etc. is subject to disciplinary action up to and including dismissal and may be prosecuted.

19.15 Buying or Selling Of Goods

You are not allowed to buy or sell goods on your own behalf on our premises.

19.16 Collections from Employees

Unless specific authorisation is given by Management, no collections of any kind are allowed on our premises.
19.17 Garda Vetting

In line with best practice and HIQA expectations St. Attracta’s completes Garda vetting for all new staff prior to commencing employment.  Thereafter we require all staff and relevant 3rd parties to complete their Garda vetting every 5 years.  

If any staff member is involved or engaged in any event/incident which could affect Garda Vetting at any time during their employment with St. Attracta’s they must make a full and honest disclosure to the Director of Nursing or General Manager at the earliest opportunity.  Failure to do this may be considered Gross Misconduct and could result in termination of the employment contract.

20.0 Ending Employment 
20.1 Redundancy 
It is recognised that business or economic circumstances may arise which will leave the company with no alternative but to declare a redundancy. If employees are made redundant, the prime consideration will be to protect the employment of as many people as possible, consistent with maintaining the full efficient operation of the business. Selection would therefore take place on the basis of retaining the necessary skills and expertise required for the survival of an efficient operation. 

All other factors being equal, and subject to the aforementioned retention of necessary skills and expertise required, the concept of last in, first out will apply. 

Any redundancy payments will be made in conjunction with Redundancy Payments Acts, 1967-2001.

20.2 Lay Off/Short time
While it is the company's intention to provide continuity of employment, it should be recognised that there may be circumstances outside the company's control which necessitate short time working or lay off. In order to delay, and if possible, avoid such circumstances, employees must be prepared to accept responsible alternative work if their own work is not available. 

Should the need arise to put staff on short time or to lay them off, the company will give as much notice of such changes as is reasonable in the circumstances. Employees will only be paid for actual hours worked during such periods.
20.3 Leaving St. Attracta’s Residence 

If, for any reason, a member of staff decides to leave St. Attracta’s Residence, we would be very interested to learn the reasons why and if any changes were made would it encourage the employee to reconsider resignation. All information concerning their experiences will be kept and discussed on a confidential basis. The discussion will provide St. Attracta’s Residence with information concerning the employee's experience during their employment and if they had any suggested changes or ideas.

If you decide to leave the company, prior to retirement, the company requires prior notice in writing. The period of notice required will be that, which is stated in your Contract of Employment.

All items provided to assist in the performance of the job remain the property of St. Attracta’s Residence at all times and must be promptly returned in good condition on leaving. This includes uniforms, keys, training materials, badges, etc. All files, documentation and paperwork acquired during employment must also be returned.

In the employee's final payslip they will receive payment for any holiday or public holiday leave not yet taken together with their P45.
If you request a reference from the home please be aware that references are provided at the discretion of the General Manager.  Other staff are not permitted to provide references to employees/ex-employees with reference to employment in St. Attracta’s Residence without the express permission of the General Manager.  The provision of a reference is not obligatory and may/not be provided at the General Managers discretion.  

If you leave within 12 months of being hired the fee of €25 for your Gardaí waiver will be deducted from your final payment.  In addition time which was paid to you for initial training hours will be deducted.  This includes your initial on the job training shifts plus any hours paid to you for attending workplace training.   
21.0 Employee Consent

By signing the Acknowledgement at the top of this Employee Handbook, you acknowledge that the Company possesses and will process personal data relating to you in accordance with the provisions set out in this policy.

By signing the Acknowledgement at the top of this Employee Handbook you consent to the Company monitoring, copying, auditing, blocking, deleting and reading email messages which you send, store or receive on the Company's email server, both real time and after the fact, regardless of whether such use by you is on-site or remote. 

You also consent to the Company monitoring, in accordance with this policy, your telephone use and your use of the Internet on the Company's internet server, whether such use by you is on-site or remote

Finally…….
If there are any significant changes to this Employee Handbook, all members of staff will be notified.

Hopefully you will find this Handbook useful and informative. If there are any parts of this Handbook you do not understand or you have any further questions or require further information regarding your employment please do not hesitate to contact the Management Team.
You are now a member of the St. Attracta’s Residence team. You are employed because you are needed, because you are deemed to possess the necessary personal characteristics and qualifications for your particular job and because you appear to be the kind of person who will fit into our team and help make it even more successful. The success of our business and therefore of our jobs depends upon the skill, care and effort which you put into your job every day. 

Welcome and best wishes in your career. 

APPENDICES
Herein are a number of HR policies.  
These policies may change as required however any significant changes will be notified to staff through the general communication channels.  
If a policy changes significantly it may be reissued to all staff.  
If you have any query on any of these policies or on this handbook at any time please go to a member of the management team.  

HR007
Jury Service

1.0
Policy

Employees called for jury duty shall be facilitated to attend, and shall be paid their normal rate as if they were at work for the duration of the time they are required by the court. 

2.0
Definitions
Jury:
A body of citizens sworn to give a true verdict according to the evidence presented in a court of law.  Each county is a jury district, and a jury is selected by ballot from a panel drawn up by random selection, from the electoral registers, by the county registrar. 

Jury Service: 
The civic duty to serve on a jury. 
3.0
Responsibility

3.1

All Staff Members; Inform Line Manager as soon as notice to serve jury duty is received. 

3.2

Director of Nursing – Management, Review and Implementation of policy  

4.0

Eligibility


4.1
Every citizen aged over 18 years, who is entered on the register of Dáil electors, is eligible by law for jury service, with the exceptions:  

· Those involved in any way with the administration of justice. This includes judges, former judges, the President, the Attorney General, the Director of Public Prosecutions, members of the Gardaí and defence forces, prison officers, practising barristers, solicitors, court officers such as registrars and personnel in Government departments involved in matters of justice or the courts. 

· Those who are unable to read or have a long-term impairment so that it is not practicable for them to serve on a jury. 

4.2
The following persons are disqualified from jury service:

· Those who have been convicted of a serious offence in Ireland. 

· Those who have ever been sentenced to a term of imprisonment of five years or more. 

· Those who, within the last ten years, have been sentenced to a term of imprisonment of three months. 

· People living in Ireland who are not Irish citizens

4.3
The following persons may be excused as of right from jury service:
· Since January 2009 those aged 65 or over 

· Members of the either House of the Oireachtas (the Irish Parliament), members of the Council of State, the Comptroller and Auditor General, the Clerks of Dáil Éireann and Seanad Éireann, a person in Holy Orders, a minister of any religious denomination or community, members of monasteries and convents, aircraft pilots, full-time students and ship's masters 

· Those who provide an important community service, such as practising doctors, nurses, midwives, dentists, vets, chemists, etc. 

· The following persons if it is certified that their functions cannot reasonably be performed by another person or postponed; members of staff of either House of the Oireachtas, Heads of Government Departments, other civil servants, chief executive officers and employees of local authorities, Health Service Executive (HSE) Areas and harbour authorities, school teachers and university lecturers. 

· Those who have served on a jury within the last three years or who have been excused by a judge at the conclusion of a previous period of service for a period that has not ended. 

4.4
Other occasions when you may be excused include:
· The County Registrar or the trial judge may excuse you if he is satisfied that there is "good reason" for doing so. 

· At the end of a case of "an exceptionally exacting nature", the trial judge may excuse the jury from jury service for as long as the judge considers fit. 

The rules about ineligibility and disqualification from jury service are set out in Section 7 and Section 8 of the Juries Act, 1976.

4.5
In order to exercise their right not to serve, such persons shall apply to the County Registrar to be formally excused.  

Procedure
5.0
Jury Service 

5.1
Where a staff member of St. Attracta’s Residence  is called for jury duty, they shall notify their Line Manager as soon as the notice or summons is received.  

5.2
Staff shall be facilitated to attend and perform their jury duty. 

5.3
An employee called for jury duty shall be paid his/her normal rate for the duration of the time they are required by the Court.  (Juries Act 1976 (Section 29))

5.4
The staff member shall provide their Line Manager with evidence of attendance at Court for all time that they were absent due to Jury Duty. 

5.5
Staff shall return to work during any portion of the day not spent on jury duty. 

5.6

Details of staff attendance for Jury Duty shall be recorded in the staff member’s record. 

HR008
Staff Performance Appraisal
1.0 
Policy

Performance appraisals are conducted annually with all staff at St. Attracta’s Residence with the aim of helping to develop individuals, improve organisational performance, and feed into the strategic and operational planning.  Performance appraisals are essential for the effective management and development of staff.

2.0 
Definitions

Performance Appraisal:
 A review of a person’s work and achievements over a recent period. It aims to help develop individual staff, identify training needs, improve the performance of staff and feed into the strategic and operational planning for the future.  (Mackay 2007)

3.0 
Responsibility

3.1 
All Staff: Participate in Performance Appraisals

3.2
Line Managers:  Undertake Staff Performance Appraisals 

3.3
General Manager:  Oversee the process and point of appeal

Procedure

4.0     Staff Probationary Period

You join us on an initial probationary period of six months. This does not prejudice our right to dismiss in accordance with the notice provisions contained in your individual contract or without notice for reasons of gross misconduct, should this be necessary. During this probation period your work performance and suitability will be assessed and, if your performance is not up to the required standard or you are considered to be unsuitable we may either take remedial action or terminate your employment, without recourse to the disciplinary procedure.  At the end of your probationary period you will again be re-assessed. If you have not reached the required standard we may in our discretion either extend the probationary period in order that remedial action can be taken or terminate your employment.  The probationary period will not in any case exceed 12 months in total. 

You will receive notice of the company’s intention to extend the probationary period before or at the end of the initial six month probationary period.  Extension fo the probation period will normally be to 10 months.  Any continuous period of absence of four weeks or more will suspend your probationary period until your return to work.  In the event that you have three or more instances of absence during the probationary period your probation will be automatically extended.  
The full rigours of the disciplinary procedure will not apply during the probation period.  The notice period during the probation period is one week.
5.0
Staff Annual Performance Appraisal

5.1
All staff shall undergo a Performance Appraisal on an annual basis.  The Performance Appraisal shall be undertaken by the relevant line manager who has responsibility for direct line management of the staff member.  
St. Attracta’s Residence shall use the appraisal process to achieve the following objectives: 

· Facilitate improvement of individual performance 

· Enable personal development of the employee

· Two way feedback mechanism and to improve communications between the employee and their manager

· Gain a deeper understanding of the role to understand the nature of the job – both the staff member and the manager

· Refocus on the priorities of St. Attracta’s Residence and the importance of resident-centered care

5.2
The Line Manager shall inform the staff member of the planned performance review and agree a date/time.  This is typically scheduled in the month of the year in which they commenced work in St. Attracta’s.  

5.4
Prior to the review, the employee shall complete the relevant employee sections of the appraisal form and return it to their line manager – See Appendix B.  This shall be returned not less than three days prior to the review.

5.5
The performance review shall be conducted in a private environment where open discussion is possible.  

5.6
During the performance appraisal, the Line Manager and the staff member shall discuss sections completed by the employee. The Line Manager shall complete the review fairly and transparently and shall be aware of the potential for bias – See Appendix A to assist with avoiding bias.  The employee shall be invite to discuss any additional issues/concerns with the Line Manager. 

5.7
The Line Manager shall establish if the staff member is satisfied with the completed Performance Appraisal Form.  Where the staff member is satisfied, they shall sign the form to demonstrate this.  Where the staff member is not satisfied, the reasons for the dissatisfaction shall be noted on the form and this shall be signed by the staff member.  

5.8
In the event that the employee is wholly unhappy with their appraisal feedback and refuses to sign the appraisal form they should lodge this dissatisfaction through the Grievance Procedure 

5.9
A copy of the completed Performance Appraisal Form shall be returned to HR and placed on file. A copy shall be provided to the staff member on request.

5.10
The outcomes from the Performance Appraisal shall be used to determine the staff‘s training plan.  

6.0
Training and Education Requirements

6.1
The Performance Review shall identify any areas of opportunity for training of the staff member. 

6.2
The Director of Nursing/General Manager shall review these findings, and propose a training plan for the staff member.  
The proposed training plan shall be discussed with the staff member and agreed.  

6.3
The home training plan shall ensure that all staff are trained to: 

· meet the changing needs of residents

· fulfill the aims and philosophies of the residential care setting

· ensure compliance to the policies and procedures of the residential care setting and those of their regulatory body

· ensure all staff are suitably competent to carry out their role 

7.0
   Absent Staff Members

Staff who are absent at appraisal time will not have an appraisal however on their return to work a meeting should take place to reconfirm expectations etc.  Staff who have returned to work but were absent for the majority of the previous 12 months due to leave (e.g. maternity/illness) may not have a detailed appraisal however a documented meeting should still take place which refreshes expectations, goals and reinvigorates lines of communication.  

Appendix A: Types of Bias & Strategies to Prevent Them Occurring in Performance Appraisal

MAIN TYPE OF BIAS PREVENTION ACTION

	Type of Bias
	Preventative Action 

	Horns and Halos

Someone does something particularly bad or particularly good and we allow the impression we gained at the time to colour our judgment of them thereafter.  This bias can be particularly subtle because the definitions of ‘good’ and ‘bad’ can be very personal to us and may have only marginal relevance to performance.
	Base review on actual performance against predefined criteria. 



	Recency

Allowing recent events to outweigh less recent events. Recent events can carry more weight in our

minds than the older ones. Don’t rely on memory.
	.

Refer to your records.



	Sexual/Racial Discrimination

There is a potential in performance reviews for managers to allow gender/racial stereotyping to influence their assessment of performance e.g. attributes such as assertiveness can be valued more highly in a man than in a woman – physically attractive people can be marked more generously than their less attractive colleagues. 


	Base review on actual performance against predefined criteria.

Question your own values as appraiser



	Organisational Culture Bias

Bias can vary between organisations. In some organisations technical excellence is praised.

Others prize commitment measured by long hours. Some managers value initiative while others praise obedience. Some would prefer if every new recruit was a clone of themselves.

It is worth considering your own organization and your personal likes and dislikes. That way you can begin to identify your own bias tendencies and guard against them.


	Base review on actual performance against predefined criteria.

Question your own values.




Adapted from:  Terry Gillen, The Appraisal Discussion (Chartered Institute of Personnel and Development CIPD) 2001.
Appendix B

STAFF APPRAISAL FORM

	Employee Name
	

	Position
	

	Manager Name
	

	Date of Appraisal
	

	Review Period
	


· Employee and manager must insert a rating and comment on each area using the following key:  

· A = Excellent

· B = Above Average

· C = Up to Standard

· D = Below Standard

	
	Rating
	Comments by employee on standards achieved
	Comments by manager on standards achieved

	
	Employee
	Manager
	
	

	1. Consistent level of presentation and grooming 
	
	
	
	

	2. Level of professionalism demonstrated


	
	
	
	

	3. Compliance with procedures 


	
	
	
	

	4. Level of interest and enthusiasm demonstrated
	
	
	
	

	
	Rating
	Comments by employee on standards achieved
	Comments by manager on standards achieved

	
	Employee
	Manager
	
	

	5. Reliability
	
	
	
	

	6. Organisation skills
	
	
	
	

	7. Willingness to support and train colleagues
	
	
	
	

	8. Willingness to take on responsibility 
	
	
	
	

	9. Relationship with colleagues and managers
	
	
	
	

	10. Initiative and determination demonstrated
	
	
	
	

	11. Attendance and timekeeping
	
	
	
	

	12. Compassionate and caring attitude shown towards residents
	
	
	
	

	13. Training completed for previous year
	

	14. Aspirations for year ahead


	


Summary Comments by Employee:

Summary Comments by Manager (including any areas for improvement and agreed plan):

Signed: 












Employee



Manager

Date:

Guidance Notes

The timeline for appraisals to be completed is on the monthly anniversary of each employees start date.  HR will furnish you with a list each month of who needs to be met with.  

Blank appraisal forms will be given to the relevant staff each month.  

The employee completes the form including the employee rating and employee comments sections and returns appraisal to Doreen for safe keeping or Aine (kitchen staff).

The manager then organises a meeting time with the employee and completes manager rating and manager comments.  

The form must be signed off by both the employee and manager.  

Once fully complete the appraisal should be returned directly and promptly to HR for filing.

The review period is 12 months previous.  

If a staff member is on maternity leave at time of appraisal they will not be appraised.  

If a staff member has returned to work in recent months following a period of absence (maternity/sick leave) they should still have an appraisal.  This may moreso take the form of looking to the future if there is little to review from the previous year.  

HR010 - Provision of Parental Leave
1.0
Policy   

Employees of St. Attracta’s Residence are entitled to unpaid Parental Leave to take care of their child/children. Male and female employees are eligible for Parental Leave in respect of each child of which they are the natural or adoptive parent. 

2.0
Responsibility

2.1
All Staff Members – Adherence to this process with regards to the appropriate use of parental leave 

2.2
General Manager – Review and approve leave, with consideration to the staffing requirements of St. Attracta’s Residence. 

Procedure   

3.0 
Eligibility

3.1
Parental leave is available to all parents as specified in Parental Leave Act 1998 and the Parental Leave (Amendment) Act 2019.  It is subject to terms and conditions as outlined below.

An employee is entitled to Parental Leave in respect of each child of which they are the natural or adoptive parent. The Leave shall be availed of before the child’s 12th birthday. However, this can be extended where an adopted child is involved (see below) or in the case of a child with a disability where it is extended until the age of 16. If you adopted your child between the age of 10 and 12, you can take parental leave for them for up to 2 years after the date of the adoption order

3.1.2 
Service

An employee shall have completed one year’s continuous service with St. Attracta’s Residence before commencing Parental Leave. 

Where an employee will not have completed one year’s continuous service 18 weeks before the child’s 12th birthday but has completed three month’s continuous service, they are entitled to parental leave of one week for each month of continuous service completed at the time Parental Leave commences.

3.2
Parental Leave is not transferable between partners, i.e. the father may not avail of the mother’s entitlement and vice versa.

3.3
In the case of multiple births (e.g. twins), an employee is entitled to 18 weeks’ leave for each child of the multiple birth.

3.4
Where an employee is entitled to two periods of parental leave in respect of children whose births are closely spaced, no more than 18 weeks of parental leave may be taken in any 12 month period, unless the employer agrees otherwise.  (Note: This restriction does not apply to parental leave granted in respect of multiple birth children.)

4.0 
Duration

From 1 September 2019, you can take up to 22 weeks parental leave

From 1 September 2020, you can take up to 26 weeks parental leave

This leave may be taken with the agreement of the Director of Nursing and the employee, 

One continuous period of leave or

2 separate blocks of a minimum of 6 weeks each or

If your employer consents, broken into working days and/or hours

A combination of the above subject to service needs and requirements.

4.3
Each situation of agreeing parental leave is determined on a case by case basis.  


Where it is agreed that the parental leave can be taken in the form of a number of hours, then the entitlement is based on the hours the employee worked in the 18 weeks prior to the commencement of the leave. 

5.0 
Employee Entitlements

5.1
Parental leave is unpaid leave. Employees are not entitled to pay from St. Attracta’s Residence while on Parental Leave nor are they entitled to any social welfare payment equivalent to Maternity or Adoptive Benefit.

5.2
An employee on Parental Leave shall be treated as if they had not been absent, so that all their employment rights, except the right to remuneration and superannuation benefits, will be unaffected during the leave. 

5.3
The employee retains their entitlements to any public holiday and annual leave falling during a period of Parental Leave. The corresponding number of days in lieu of public holidays shall be added to the end of the period of leave, or otherwise determined by St. Attracta’s Residence.

5.4
Where Parental Leave is approved for an employee serving a probationary period, probation shall stand suspended while the employee is on Parental Leave.  The date for completion of probation of the trial period shall be adjusted accordingly. 

5.5
Periods of Parental Leave are not reckonable as service.  

5.6
If the parent becomes ill while on parental leave and is unable to care for the child the leave can be suspended for the duration of the illness. In order to suspend the parental leave the employee must give written notice and relevant evidence of the illness to the employer as soon as is reasonably practicable. The parental leave resumes after the illness. During the illness the parent is treated as an employee who is sick.

6.0 
Notification Requirements

The process for notifying St. Attracta’s Residence and agreeing parental leave is outlined below: 

6.1
An employee is obliged to give at least 6 weeks’ written notice to the Director of Nursing of their intention to take parental leave. 

6.2
The notice shall specify the date on which the employee wishes to commence parental leave, its proposed duration and the manner in which it is to be taken. St. Attracta’s Residence may request verification of the child’s date of birth and/or date of the adoption order.  

6.3
The employee and employer shall prepare a confirmation document, once notification of the intention to take parental leave has been made, and is agreed with St. Attracta’s Residence.  This document shall be prepared no later than four weeks before the leave is due to begin and shall include the following: 

The date on which the leave will commence

The duration of the leave

The manner in which the leave will be taken

Signatures of the employer and employee 

Once the confirmation document has been signed by both St. Attracta’s Residence and the employee it cannot be altered unless both parties agree. 

6.4
The employee may revoke a notification of their intention to take parental leave by giving further written notification of this fact to the Director of Nursing before the confirmation document has been signed.  However, in exceptional circumstances, St. Attracta’s Residence shall review requests to change parental leave arrangements on an individual basis.  

6.5
In the event of an employee who is entitled to parental leave, wishing to commence the leave without having observed the notification requirements as outlined above, the Director of Nursing may, at their discretion, consider this leave to be Parental Leave. 

7.0
Changing the Arrangements for Taking Parental Leave

7.1
Once written approval has been given, the employee is obliged to take parental leave for the period specified in the document.  However, the Director of Nursing may agree to allow the employee to postpone/curtail the leave, reduce the leave or vary the manner in which it is taken.  In such cases, written confirmation shall be drawn up setting out the revised arrangement.

7.2
Parental Leave may be postponed where the granting of leave for the period requested would create operational difficulties owing to the unavailability of a person to carry out the employee’s duties, the nature of those duties or the number of employees who are availing of leave during that period.  

7.3
Postponement of parental leave is subject to the employee being permitted to take the leave not later than 6 months after the date on which they had proposed to take leave. The Director of Nursing shall consult with the employee before postponing the leave. Parental leave in respect of a particular child may not be postponed more than once.

7.4
The Director of Nursing cannot postpone parental leave once written confirmation has been signed by both parties.

7.5
The employee shall receive written notification of the postponement at least 4 weeks before the date on which they had intended to commence leave. The notice should also specify the reasons for the postponement and the new date of commencement.

7.6
The provision requiring parental leave to be taken before the child exceeds the age limit is waived in the event that postponed parental leave would breach these restrictions.

8.0 
Refusal of Application

8.1
An application for parental leave may be refused where an employer has reasonable grounds for believing that the employee is not entitled to parental leave.  

8.2
A written notice shall be sent to the employee setting out the grounds on which it is proposed not to grant leave and stating that the employee may, within 7 days of receiving the notice, make representations in relation to this proposal. 

8.3
If after considering representations from the employee, the employer decides that the employee is not entitled to parental leave, a further notice shall be sent to the employee outlining the reasons for this decision.

9.0
Abuse of Parental Leave

9.1
The granting of parental leave is conditional on it being used by the employee to take care of the child concerned.  Where St. Attracta’s Residence has reasonable grounds for believing that an employee on parental leave is not using the leave for this purpose, the leave may be terminated.  A written notice shall be sent to the employee outlining the reasons for the proposed termination and stating that the employee may, within 7 days of receiving the notice, make representations to this proposal.

9.2
If, after considering representations from the employee, St. Attracta’s Residence decides to terminate the leave, a further notice shall be sent to the employee setting out the reasons for the termination and giving a date of return to work.  The return date shall be not earlier than 7 days after the employee receives the notice of termination and not later than the return date specified in the confirmation document.

9.3
Abuse of Parental Leave will be investigated under HR-023 Disciplinary Procedure and an offending employee may be liable to disciplinary action, up to and including dismissal for unauthorised absence. 

9.4
It is considered an abuse of parental leave for an employee to take up other employment while on parental leave and this will be treated as a disciplinary issue.  

10.0
Records


10.1
For the purposes of administering entitlements to Parental Leave and compliance with Section 27 of the Act, personnel records for individual employees shall be maintained to reflect the following: 

· Copy of birth certificate in respect of each parental leave application. 

· Parental status in respect of each child

· Date of adoption order in respect of each child adopted

· Parental Leave availed of in St. Attracta’s Residence  in respect of each child

· Parental leave availed of in other employments in respect of each child

· All applications and notices issued/completed in relation to Parental Leave in    respect of each child.

HR011- Provision of Adoptive Leave

1.0
Policy
         

All employees of St. Attracta’s Residence who are adopting mothers, sole male adopters or adopting fathers where the mother has died are entitled to unpaid adoptive leave. 

2.0
Responsibility

2.1
All Staff Members – Adherence to this process for the use of Adoptive leave.

2.2
Director of Nursing – Evaluate adherence to the process

Procedure   

3.0 
Eligibility

3.1
Adoptive leave, as per the Adoptive Leave Act 2005, applies to the following individuals: 

· All adopting mothers

· All sole male adopters

· All adopting fathers, where the adopting mother has died before or during the period of adoptive leave or additional adoptive leave, and who are employed under a contract of employment. 

3.2
All employed adopting mothers and sole male adopters are entitled to a minimum period of 24 consecutive week’s unpaid adoptive leave, subject to 

(a) 
Certain notification requirements, and to 

(b) 
Evidence of placement of the child

3.3
In addition to the minimum period of adoptive leave, an employee may avail of up to sixteen consecutive week’s additional unpaid adoptive leave, following immediately on the period of adoptive leave.

3.4
In the case of foreign adoption, some or all of the sixteen weeks’ additional leave may be taken before the date of placement, for the purposes of familiarisation with the child. During this period there is no entitlement to Social Welfare Adoptive Benefit.  

3.5
Adoptive leave commences as soon as the chid is placed with the parent for adoption.  

3.6
In cases where a second child is adopted during the leave period, the ten weeks adoptive leave commences as soon as the second child is placed with the parent for adoption.  

3.7
Where an adopting mother dies, the adopting father will be entitled to leave for: 

· 16 weeks where the mother dies before the placement of the child, or 

· In a case where the adopting mother dies on or after the day of placement, the remainder of the adoptive leave due to her


This period of adoptive leave will commence within seven days of the death of the adopting mother or on the day of placement, whichever is the latter.  

4.0 
Pay and Holiday Entitlements 

4.1
All adoptive leave is unpaid leave.

4.2
An employee on Adoptive Leave shall be treated as if they had not been absent, so that all their employment rights, except the right to remuneration and superannuation benefits, will be unaffected during the leave. 

4.3
The employee retains their entitlements to any public holiday and annual leave falling during a period of Adoptive Leave.  An extra day’s paid leave shall be granted at the end of the period of adoptive leave for each public holiday falling within the 24 weeks’ paid adoptive leave.  When entitlements to public holidays are already given, i.e. annual leave allowance inclusive of public holidays, the above does not apply. 

4.4
Where Adoptive Leave is approved for an employee serving a probationary period, probation shall stand suspended while the employee is on Adoptive Leave.  The date for completion of probation of the trial period shall be adjusted accordingly.

5.0
Notification Requirements

The process for notifying St. Attracta’s Residence and agreeing adoptive leave is outlined below: 

5.1
An employee is obliged to give at least 4 weeks’ written notice to the Director of Nursing of their intention to take adoptive leave. 

5.2
The notice must specify the expected date of placement, and include a certificate of placement.  

5.3
In the case of foreign adoption, written notification with details of the expected date of placement, together with a copy of the ‘declaration of suitability’ must be given to the employer before the commencement of the adoptive leave.

5.4
Where the date of adoption has been postponed, the application to take adoptive leave may be revoked by further notification which must be given at least 4 weeks before the original expected date of placement.  In the event of postponement, the employee is required to notify St. Attracta’s Residence of the expected new date of placement.

5.5
An employee who has taken adoptive leave is also entitled to take additional unpaid adoptive leave up to 16 consecutive weeks commencing immediately after the end of their leave.  An application for additional adoptive leave must be made to the Director of Nursing no later than 4 weeks before the date on which s/he would have expected to return to work after the end of the adoptive leave. 

5.6
All details shall be recorded in the staff member’s record.


6.0
Pre-Adoption Classes 

6.1
Employees are entitled to time off from work, without loss of pay, to attend pre-adoption classes and meetings with social workers which they are obliged to attend.

6.2
Employees shall inform their line manager at least two weeks in advance of the scheduled class, and inform them of their intention to attend the class/meeting. 

7.0 
Returning to Work

7.1
Employees returning to work who have been on adoptive leave shall return to the same job under the same contract of employment, or under terms and conditions not less favourable than those that would have been applicable if there had been no absence from work. 

7.2
An employee shall inform St. Attracta’s Residence in writing, at least four weeks before hand of the date on which they intend to return to work after adoptive leave or additional adoptive leave. 

HR013 –Annual Leave Management & Entitlements
1.0
Policy     


Employees are entitled to annual leave as indicated within their employment contract. St. Attracta’s Residence aims to ensure standardisation and equity with regard to scheduling annual leave having regard for the service requirements, and the employee’s need to reconcile family/ personal responsibilities and their opportunities for rest and recreation.

2.0
Definitions

Working Week:
The number of days that the employee concerned usually works in a week

3.0
Responsibility

3.1
All Staff Members - Adhere to this process with regards to annual leave

3.2
General Manager – Evaluate adherence to the process

4.0 
Entitlement to Annual Leave


4.1
There is no formal qualifying period of service with the employer before an employee (full- or 
part-time, permanent or temporary) qualifies for paid annual leave.


4.2
Qualification for annual leave is made on the basis of: 

· All hours actually worked by an employee

· Hours notionally worked during statutory maternity leave, extended maternity leave, adoptive leave, health and safety leave, remaining maternity leave to which a father is entitled on the death of a mother, parental leave, sick leave and force majeure leave

· Time worked on public holidays

· Annual leave itself (calculated on the number of days that would have been worked had the employee not been on holiday on the days concerned) 

4.3
Periods that do not count toward annual leave: 

· Special periods of leave granted by the company, such as compassionate leave

4.4
The annual leave year for all staff extends from 1st January in any year to 31st December of that year.

5.0
Annual Leave Entitlements

5.1
All staff shall be entitled to annual leave as per the statutory requirements outlined in Part 111 of the Organisation of Working Time Act, 1997.  In St. Attracta’s Residence annual leave entitlement is calculated as follows unless stated otherwise in your contract:

(i) 8% of the hours worked in the leave year, subject to a maximum of 160 hours.   

5.2
Any additional annual leave granted to individual employees is done so at the discretion of the Director of Nursing/General Manager and will be specified in an individual’s employee contract.  

6.0 
Timing of Annual Leave

6.1
The taking of annual leave must have the prior approval of the relevant Line Manager.

 6.2
The approval to take annual leave is given subject to needs of the service, and is at the discretion of the Line Manager. 

 6.3
Following eight months work, the employee is entitled to an unbroken leave period of two working weeks which may include one or more public holidays

6.4
Having regard to the service requirements, annual leave must be agreed in advance with the Line Manager.  It is custom and practice to request annual leave one month before the date.  In the event that an unanticipated need arises for annual leave the Line Manager will endeavour to cover the leave request.  If they have already allocated cover to those with planned leave and do not have any options available they may request the employee to find their own cover i.e. swap with a colleague at the same level of experience as them.  All such arrangements must be notified to and approved by the Line Manager.

6.5
Leave planning should be completed as early as possible in the leave year to ensure fairness and equity for each employee and appropriate cover for the service.  Staff should not at any time book flights/hotels etc. without having received prior approval for annual leave.  

6.6
Granting of annual leave over Christmas is not normally considered due to the operational requirements however exceptions may be made on case by case basis. 

6.7
Leave over peak holiday periods such as Easter, Mothers Day, Valentines, Bank Holidays etc must be planned in advance as there will only be a limited amount of cover available.  Consideration will have to be given when authorising annual leave at these times to ensuring that there are sufficient senior/qualified/competent staff to manage the floor.  

7.0
Application for Annual Leave

7.1
Applications for annual leave should be submitted using the annual leave request form as early as possible, ideally one month in advance of the leave.  

7.2
In order to get approved annual leave the correct form must be completed with the required dates of annual leave.  This must be signed off by the authorising nurse and only on the form being signed off can the employee take it that annual leave has been approved. The submission of an annual leave form does not guarantee annual leave until it is signed.  

7.3
Employees must consult with the Line Manager/ General Manager before making a holiday commitment.

7.4
Every effort will be made to accommodate employees’ requests but, in certain circumstances, employees may be required to make alternative arrangements if their absence would cause operational difficulties. 

7.5
Where the annual leave is approved, the General Manager will document this in the employee’s records for payment purposes and the employee shall be informed.  Employees are advised to maintain own record of annual leave.

7.6
In the case where an employee is seeking to take greater than two weeks annual leave consecutively they must request this in plenty of time.  Approval of such requests will be on case by case basis and will take into account not restricting other staff taking their leave.

7.8
Staff are not permitted to take unpaid leave therefore staff must manage their annual leave to ensure they plan their time off and do not leave themselves short on leave before the end of the year.  

8.0
Pay for Annual Leave



Pay for annual leave is at the normal hourly rate and staff are typically paid in a week what they would have earned if they had been at work.  This is then deducted in the TMS (time and attendance) system as the number of hours they were paid.



Staff can check their balance of annual leave using the clock in terminal.  

9.0
Sickness during Annual Leave

Where an employee is medically certified as being sick while on annual leave, the days certified are not counted as being days of annual leave and the employee shall be given these days again.  In order to qualify for this the employee must notify their line manager as soon as they become sick and submit the certs in a timely manner.  As St. Attracta’s Residence does not pay sick pay any time off as a result of sickness will be unpaid.  

10.0 
Carry Forward of Annual Leave

10.1
The carry forward of annual leave will only be considered in exceptional circumstances or where the employee was not in a position to take the leave, by reason of sick leave.


10.2
Applications to carry forward annual leave should be made to the General Manager in writing no later than 1st November.

  10.3
Annual leave carried forward must be availed of, in full, prior to 31st March of the following year.


11.0      Anticipation of Leave

11.1
An employee whose annual leave allowance for the current year has been exhausted and who is confronted with an unforeseen but compelling personal obligation, may be allowed to anticipate up to two days of the leave allowance from the following year’s allocation. 


11.2      This arrangement will only apply in the last three months of the year and if the nursing 
home believes that the employee will remain in service for such period required in order to 
accrue the anticipated leave.

11.3
This arrangement is entirely at the discretion of the Director of Nursing/General Manager.


12.0      Public Holidays


12.1     The following employees are entitled to public holidays

· All full-time employees

· All other employees who have worked for the home for at least 40 hours during the five-week period ending on the day before the public holiday concerned.


12.2     Public Holidays are: 

· Christmas Day 

· St. Stephen’s Day 

· New Year’s Day 

· St. Patrick’s Day 

· Easter Monday 

· The first Monday in May 

· The first Monday in June

· The first Monday in August 

· The last Monday in October


12.3
Where an employee works on a public holiday, an employee is entitled, in respect of that 
public holiday, to one of the following (determined by the Director of Nursing):

·   Double pay 

· A paid day off on the day 

· A paid day off within a month of that day 

· An additional day of annual leave

· An additional day’s pay 


12.4
Where the public holiday falls on a day on which the employee would otherwise be entitled to a 
paid day off, the employer must decided between one of the last three options.


12.5
The entitlement to an appropriate option for public holidays applies to employees on maternity 
leave, extended maternity leave, adoptive leave and force majeure leave.


12.6
Where public holidays fall during a period of parental leave, an extra day’s pay will be added to the paid hours for the month.  


13.0
Termination of employment 


13.1
Employees will be paid for any holidays owed, upon termination of employment.  


13.2
Upon termination of employment, St. Attracta’s Residence is entitled to recoup annual leave which has been availed of but not worked up before an employee leaves. 

13.3
Where the employment terminates during the week ending on the day before a public holiday and the employee has worked for the employer during the four weeks preceding that week, the employee is entitled to be paid in respect of that holiday.  

14.0
Records

14.1
The company shall maintain records which show whether the statutory provisions on annual leave and public holidays are complied with for all employees

14.2
Records shall be maintained for a minimum period of three years

15.0
Clarification

· Where an employee is refused annual leave and subsequently calls in sick they can expect to be subject to disciplinary action.

· Failure to comply with any aspect of this policy may result in disciplinary action.  This policy is a guidance document and if clarification or interpretation is required please contact the Director of Nursing/ General Manager.  

HR014 – Provision of a Career Break
1.0
Policy

Employees of St. Attracta’s Residence may be granted a career break subject to circumstances and approval by the Director of Nursing.  Granting of a career break shall be considerate of the service requirements of St. Attracta’s Residence.
2.0
Definitions

Career Break: 
Leave without pay agreed by both the employee and employer and granted for domestic, educational, travel and child rearing purposes.  Duration must be not less than 1 year and, including extensions, up to a maximum of 3 years. 

Special Leave without Pay: Leave without pay for a period of less than one year

3.0
Responsibility
3.1
All Staff Members; Adhere to this process in the application for a Career Break

3.2
Director of Nursing; Approve Application; Evaluate adherence to the process

Procedure
4.0

Eligibility


4.1

The Career Break Scheme is available to permanent employees only unless agreed by exception.   

4.2
The granting of Career Break will be considerate of the service needs of St. Attracta’s Residence.

4.3
A career break is invalidated if it is used for a different purpose, outside the scope of the 
scheme. In such cases, employees will be required to return to work with the residential 
home.  Failure to do so will be managed in accordance with the Failure to Return to Work 
section of this policy.

4.4
Staff who have outstanding disciplinary action on their employee file are unlikely to be granted a career break or special leave without pay.  

4.5
Approval or declining of a request for a career break or special leave without pay is at the discretion of the senior management of St. Attracta’s Residence and their decision is final.  
5.0
Duration

5.1
Career Breaks may be recommended / approved for periods of not less than 1 year and including extensions, up to a maximum of 3 years. 

5.2
Leave requested for a period of less than one year is considered to be ‘Special Leave without Pay’.  

5.3
Where a second or subsequent application for ‘Special Leave without Pay’ results in the entire period reaching or exceeding twelve months, the leave classification is revised and the leave is considered a career break. 

5.4
Where extensions to the agreed Career Break are requested, this must be requested in writing by the employee, at least 3 months before expiry of approved leave.  

5.5
In such cases it is the responsibility of the employee to contact St. Attracta’s Residence to 
confirm receipt of extension request.
6.0
Leave and Pay Entitlement

6.1 

Career breaks and Special Leave without pay are both unpaid leave. 

6.2 
Leave of absence granted under the career break scheme is not reckonable for incremental or annual leave purposes.

6.3 
Staff availing of a career break are advised to contact the Department of Social Community and Family Affairs for advice in regard to continued eligibility for social welfare benefits.

7.0

Application
7.1

The Applicant must submit an application in writing to the Director of Nursing for consideration. 

7.2

The Director of Nursing shall consider the application with particular reference to the impact of the leave on the care/service provided at St. Attracta’s Residence.
7.3

The Director of Nursing shall review the application and either confirm approval or otherwise.

7.4

Where the leave is approved, details of the leave shall be recorded in the staff record.  Both the staff member and the Director of Nursing shall sign the agreed details.  

7.5

Employees must confirm in writing to St. Attracta’s Residence their intention to resume duty at 
least three months before the expected date of return.  
7.6
If on return to duty, a vacancy does not exist in the grade previously held by the employee they may be offered a lower grade post (with the appropriate lower pay) pending the occurrence of a vacancy in the higher grade.  

7.7
St. Attracta’s Residence will endeavour to appoint an employee to the same department/location from where they left, however this can not be guaranteed in all cases. 

7.8
Where an employee does not return to work on the expiry of the approved leave, or has failed to contact St. Attracta’s Residence to notify of their intentions, they will be deemed to have abandoned their employment. 
7.9
In such circumstances St. Attracta’s Residence shall consider this abandonment of employment and following communication may terminate their employment.

HR015 – Carers Leave
1.0
Policy

Employees of St. Attracta’s Residence shall be entitled to avail of temporary unpaid leave from their employment to enable them to personally provide full-time care and attention for a relevant person who is in need of such care.  Carer’s Leave is available to all employees who have completed 1 year’s continuous service before commencement of the said leave.
2.0
Definitions

Carer’s Leave:



Temporary unpaid leave to enable employees to personally provide full-time care and attention for a person who is in need of such care.

The person you are proposing to care for, must be deemed to be in need of full-time care and attention by a deciding officer of the Department of Social Protection. The decision by the Department is reached on the basis of information provided by the family doctor (GP) of the person whom you will be caring for. The person you propose to care for must be so disabled as to require: 

· Continuous supervision and frequent assistance throughout the day in connection with their normal personal needs for example, help to eat, drink, wash or dress, or 

· Continuous supervision in order to avoid danger to themselves 

The person you will be caring for does not need to be a family member or spouse, but could be a friend or colleague. 

3.0
Responsibility

3.1  
Director of Nursing – Approve application for carer’s leave 

3.2
All Staff Members – Adhere to this process when applying for and availing of carers leave

Procedure

4.0 
Qualifying for Carer’s Leave:




4.1
The employee must intend to take Carer’s Leave as per the Carer’s Leave Act 2001 for the purpose of personally providing full-time care and attention to a person who is in need of such and must actually do so for the duration of the leave.

4.2
Employees who have been employed by St. Attracta’s Residence for a continuous period of 12 months or more are entitled to apply for carer’s leave.
4.3
Employees will only be entitled to carer’s leave where the person must be deemed to be in need of full-time care and attention by a deciding officer of the Department of Social Protection

4.4
You may work while you are on carer’s leave for up to 15 hours a week provided your income from employment or self-employment is less than a weekly income limit set by the Department of Social Protection (DSP). Alternatively you may attend an educational or training course or take up voluntary work for a maximum of 15 hours a week. Before you start work or training you should inform the Department of Social Protection.  Any work you wish to carry out other than with St. Attracta’s Residence must be notified to St. Attracta’s Residence during the period of carers leave.  

5.0 
Application for Carer’s Leave



5.1
The employee must notify St. Attracta’s Residence in writing of their intention to take carer’s 
leave eight weeks before the date they wish to take carer’s leave.  This written application shall include: 
· The proposal to take carer’s leave

· The proposed date to start the leave

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

5.2
The employee must provide St. Attracta’s Residence with a written decision from a Deciding Officer (or appeals officer) of the Department of Social Protection.  The Deciding Officer is responsible for verifying that the prospective care recipient is a relevant person.
5.4
The employee will not have a legal entitlement to protection under the Carer’s Leave Bill until this decision has been received by the employer.

5.5
The Director of Nursing shall review and approve the application. 

5.6
At least two weeks prior to the commencement of the leave, the employee and the employer must sign a confirmation document which will specify: 

· The date the leave will begin

· The duration of the leave

· The manner in which it will be taken


Both the employer and employee shall retain a copy of the signed confirmation document. 

5.7
Once the confirmation document has been signed it can only be altered by agreement between the employer and the employee.

5.8
All details pertaining to the leave shall be stored in the staff member’s record. 

5.9
The employee is entitled to a period of carer’s leave for one relevant person at any one time.

5.10
The entitlement to carer’s benefit (administered by the Department of Social Community and Family Affairs) is not a condition for entitlement to carer’s leave.

5.11
If you are on carer’s leave, you must give notice in writing to your employer 4 weeks before the date you will return to work, that you intend to return to work.

6.0 
Period of Carer’s Leave 

6.1
An eligible employee will be entitled to leave from employment to care for a relevant person for a period not exceeding 104 weeks.

6.2
The period of carer’s leave may be taken either: 

· In one continuous block of 104 weeks,  or 
· In a number of periods, the total duration of which should not exceed 104 weeks. 

6.3
The minimum statutory entitlement that may be taken in one period, at the discretion of the employer, is 13 weeks. 

6.4
Whilst there is no statutory entitlement for periods of less than 13 weeks, an employee may apply for unpaid leave.  However, St. Attracta’s Residence may refuse, on reasonable 
grounds, and must specify the said reason for refusal to the employee. 
6.5
Where Carer’s Leave is not taken by an employee in one continuous period of 104 weeks there must be a gap of at least 6 weeks between periods of Carer’s Leave taken in respect of the same relevant person.

6.6
An employee proposing to avail of Carer’s Leave for another relevant person cannot do so until a period of 6 months has elapsed from the date of termination of the leave in respect of the previous relevant person.  This provision does not apply where two relevant persons reside together.

7.0 
Change in Circumstances

7.1
The Carer’s Leave Act 2001 requires an employee to notify St. Attracta’s Residence of any change of circumstances that affect his/her entitlement to Carer’s Leave.
7.2
St. Attracta’s Residence is required to then notify the Department of Social Protection.  

8.0
Protection of Employment Rights

8.1
An employee on Carer’s Leave shall be treated as if he/she had not been absent, so that all his/her employment rights will not be affected by taking the leave with the following exceptions:

· The right to annual leave is restricted to the period comprising the first 13 weeks only of the Carer’s Leave entitlement in respect of any one relevant person.

· The right to public holidays is likewise restricted to the period comprising the first 13 weeks only of the Carer’s Leave entitlement in respect of any one relevant person.

8.2
Absence from employment while on Carer’s Leave shall not be treated as part of any other leave to which the employee is entitled (eg sick leave, annual leave, adoptive leave, maternity leave, parental leave or force majeure leave).

HR016 - Force Majeur
1.0
Policy


Employees shall be entitled to paid leave for urgent/unforeseen family reasons. Emergency leave is available to all staff and there is no minimum service requirement.

2.0
Definitions
Force Majeure:
Paid emergency leave granted for urgent/unforeseen reasons owing to the sudden injury/illness of an immediate family member.  It arises where, for urgent family reasons, the immediate presence of the employee is indispensable owing to an injury or illness of a close family member. It is neither the magnitude nor severity of the illness in itself which warrants Force Majeure but rather the unforeseen and sudden nature of the illness or condition. 

Immediate Family:
Applies to the following: 
· A child (natural, adoptive or in the care of the employee)
· The spouse of the employee or a person with whom the employee is living as husband/wife

· A brother or sister of the employee

· A parent or grandparent of the employee

· A person to whom the employee is in loco parentis (Parental Leave Act 1988)
 

· A person in a relationship of domestic dependency with the employee, including a same-sex partner 

Injury:
The injury must be of a substantial nature to require the immediate and indispensable presence of the employee concerned. Routine “minor injuries” are not covered by Force Majeure.

Illness:
The illness must be so significant that it requires the immediate and indispensable presence of the employee concerned. Routine and foreseeable illnesses of small children, other relevant immediate family members or childminders, which inevitably happen from time to time, are not covered by Force Majeure.

Employees are expected to have in place, appropriate arrangements to take care of contingencies involving routine and predictable illness amongst immediate family members, childminders etc. (eg Attendance at the birth of a child is a foreseeable event; it is not considered an illness or an injury.)  There may be some exceptions to these situations which would justify Force Majeure leave but these will be considered in terms of the facts of the particular case and the surrounding circumstances.

3.0
Responsibility 

3.1  
All Staff Members - Adhere to this process when taking Force Majeure leave

3.2  
Director of Nursing – Approve leave and evaluate adherence to the process

Procedure

4.0
Application for Force Majeure Leave 

4.1
By its very definition as urgent leave, Force Majeure cannot be applied for in advance. Force Majeure arises when: 

· For urgent family reasons the immediate presence of the employee is indispensable

· As a result of injury to, or illness involving a close family member

4.2
An employee is required to notify the Director of Nursing/General Manager or Office Manager as soon as practicable on the first day of absence.

4.3
Absence for part of a day is counted as one day of force majeure leave. 

4.4
On returning to work, after an absence of force majeure leave, and as soon as is reasonably practical, an employee must confirm to the Director of Nursing that they have taken the leave.  

4.5
The employee shall submit in writing to the Director of Nursing the details of the leave taken including: 

· Name of Employee

· Dates and times on which Force Majeure Leave was taken

· Name and address of injured/ill member of the employee’s immediate family during emergency family (force majeure) leave

· Relationship of employee’s immediate family member to employee

· Nature of injury/illness of immediate family member concerned

· Confirmation by employee that they have taken the force majeure leave on the dates provided because of urgent family reasons as a result of the injury/illness of the member of their immediate family and per details stated and that their immediate presence due to this was indispensable

· Employee’s signature to confirm the details 

4.6
This shall be stored in the employee’s staff record. 

4.7
The decision on whether or not a period of leave qualifies as force majeure is made by the Director of Nursing.  In the event that a dispute arises over whether or not leave is Force Majeure the employee is free to engage the Grievance Procedure HR026.  

4.8
Force majeure leave does not give any entitlement to leave following the death of a close family member.

5.0
Maximum Entitlement

5.1
The maximum Force Majeure that may be availed of is 3 days in 12 consecutive months or 5 days in 36 consecutive months.  This is paid leave.  

5.2
A day is considered the rostered working shift of an employee.  In the event that an employee is rostered on duty for a day and then off for several days before their next shift it is expected that the following days will not count as Force Majeure as these days have the ability to be planned for and are not unforeseen.  

5.2
Where Force Majeure is not deemed appropriate, employees are advised to discuss with the Director of Nursing the possibilities of availing of other leave types. 

6.0
Protection of Employment Rights

6.1
During an absence on force majeure leave an employee is regarded as being in the employment of the employer, and retains all of his or her employment rights.  Force majeure cannot be treated as part of any other leave (sick leave, adoptive leave, maternity leave, annual leave or parental leave) to which the employee is entitled.

6.2
Any abuse of the Force Majeure leave policy will be treated as a disciplinary issue.   

HR018 - Confidentiality Policy
1.0
Policy


All employees who as part of their normal duties have access to any personal information relating to either residents or other employees are required to treat such information with total confidentiality at all times.  The access, disclosure, or discussion of personal information from any source is to be in performance of St. Attracta’s Residence duties only.

2.0
Responsibility 

2.1  
All Staff Members - Adhere to this process in maintaining the confidential nature of St. Attracta’s Residence information

2.2  
Director of Nursing –Evaluate adherence to the process

Procedure

3.0
Resident Information 

Resident information shall be kept confidential by the following means: 

3.1
Employees shall not discuss any information of a confidential nature relating to St. Attracta’s Residence, or its residents, or any associated organisations during or after their employment except in the proper course of their employment or as required by law.

3.2
Information regarding a resident’s history, treatment and state of health is privileged and confidential and shall be treated as such by all employees. 

3.3
It is accepted nursing practice that nursing care is communicated and recorded as part of the resident’s care and treatment.  Professional judgement and responsibility should be exercised in the sharing of such information with professional colleagues.

3.4
The confidentiality of resident’s records shall be safeguarded.  In certain circumstances, the nurse may be required by a court of law to divulge information held.  A nurse called to give evidence in court should seek in advance legal and/or professional advice as to the response to be made if required by the court to divulge confidential information.

3.5
It is necessary for residents to have appropriate information for making an informed judgement.  Every effort should be made to ensure a resident understands the nature and purpose of their care and treatment.

3.6
Employees shall not remove any documents or items belonging to St. Attracta’s Residence or its residents, or which contain any confidential information from St. Attracta’s Residence premises at any time without proper advance authorisation.

3.7
Employees shall return to St. Attracta’s Residence upon request and, in any event, upon the termination of their employment, all documents and items belonging to St. Attracta’s Residence and its residents, or which contain or refer to any confidential information and which are in their possession or under their control.

4.0
Computerised Systems

In compliance with the General Data Protection Regulation 2018 St. Attracta’s Residence shall take measures to guard against unauthorised access to computer based personal data and against its alteration, disclosure or destruction.

4.1
Employees are responsible for safeguarding the passes issued to them and ensuring that passwords are not made available for use by unauthorised persons. 

4.2
Employees shall not disclose their own password for use by others unless specifically instructed to do so by the Director of Nursing. 

4.3
Employees shall not seek access to systems for reasons other than the performance of their official duties

4.4
Employees shall treat as confidential all information to which they have access via St. Attracta’s Residence systems.

4.5
Employees have a responsibility to bring to the attention of the Director of Nursing any known breach of this policy.

5.0
Violations

5.1
Any violation of confidentiality in relation to a resident shall be addressed via St. Attracta’s Residence’s disciplinary process.

5.2
Any misuse or abuse of personal information, passwords and or access to the St. Attracta’s Residence information systems is subject to review through St. Attracta’s Residence’s disciplinary process and appropriate action may be taken in line with this procedure up to and including dismissal. 

6.0
Training

All staff are given a copy of this policy to sign off as part of their offer pack.  

HR019 - Maternity Leave policy
1.0 Policy

All female employees, who are pregnant, have given birth or who are breastfeeding are entitled to Maternity Leave. The leave is available to all female employees of St. Attracta’s Residence.  
2.0
Responsibility 

2.1 
All Staff Members – Adhere to this process when applying for and taking Maternity Leave

2.2 
General Manager / Director of Nursing – Evaluate adherence to the process

3.0 
Maternity Leave Entitlements

3.1
All female employees in St. Attracta’s Residence are entitled to a minimum period of 26 weeks maternity leave, subject to certain conditions as per the Maternity Protection Act 1994 and the Maternity Protection (Amendment) Act 2004. 
3.2
The employee will not be paid by St. Attracta’s Residence during this period.
3.3
The employee may claim social welfare maternity benefit for the duration of her maternity leave, provided that she has the necessary PRSI contributions.  Employees are advised to contact the Department of Social Protection for further information.

3.4
Of the 26 weeks, an employee must take at least two weeks before the end of the week in which her baby is due (as medically certified) and four weeks after that week. The remaining 20 weeks may be taken before or after the birth as the employee wishes.

3.5
Employees shall be eligible to apply for 16 weeks additional Maternity Leave without pay.  No social welfare benefit is payable during this additional leave.  

3.6
To avail of the additional leave, the employee must notify the General Manager/Director of Nursing in writing not later than four weeks before the end of her Maternity Leave, indicating the dates of Additional Maternity Leave.  

3.7
Application for Additional Maternity Leave may be made at the same time as notifying of the intention to take Maternity Leave.  This is at the discretion of the employee.  

3.8
Where the child is born so late that the employee has fewer than four weeks remaining of Maternity Leave, the employee is entitled and obligated to take four weeks’ Maternity Leave after the birth.  This extension of Maternity Leave is called Extended Maternity Leave, and is governed by the same principles as Maternity Leave. 

4.0 
Ante-Natal and Post Natal Care Entitlements 

4.1
An employee is entitled to reasonable paid time off work, for ante-natal and post-natal medical visits. 

4.2
Time off includes the required time to travel to and from the appointment, but does not include attending exercise or relaxation classes.

4.3
Where the staff member is attending Ante-Natal Care Appointments (one set per employee): 

· Each appointment shall be under the supervision of, or at the direction of, a registered medial practitioner. 

· An employee shall inform the Director of Nursing, of the date and time of each appointment, at least two weeks before the scheduled ante-natal medical appointment. 

· Upon the request of the General Manager/Director of Nursing, an employee shall provide her appointment card (or other appropriate documents) indicating the date and time of the appointment.  

4.4
Where the staff member is attending Post-Natal Care Appointments on resumption of duty:

· Post-Natal care appointments shall take place in the period of fourteen weeks immediately after the birth of the baby. 

· An employee shall inform the General Manager/Director of Nursing, of the date and time of the appointment, at least two weeks before the scheduled appointment. 

· Upon the request of the General Manager/Director of Nursing, an employee shall provide her appointment card (or other appropriate documents) indicating the date and time of the appointment and confirmation of the date on which the baby was born.

5.0
Breastfeeding Entitlements

5.1 
A breastfeeding mother is entitled, at the option of St. Attracta’s Residence, to either breastfeeding breaks in the workplace where suitable facilities are provided or a reduction of working hours, without loss of pay for up to 26 weeks after the birth.
5.2
Breaks may be taken in the form of one 60 minute break, two 30 minute breaks, three 20 minute breaks or as agreed between the employer and employee.

6.0   
Entitlement in the Event of the Death of Mother or Baby

6.1 
In the unfortunate event of a stillbirth/miscarriage occurring after the 24th week, you are still entitled to full maternity leave.

6.2
Fathers are entitled to maternity leave if the mother dies within 40 weeks of the birth. In these circumstances, the father is entitled to a period of leave, the extent of which depends on the actual date of the mother’s death. If the mother dies within 24 weeks of the birth he has an optional right to the additional maternity leave. If the mother's death is over 24 weeks after the birth, the father is entitled to leave until 40 weeks after the birth. The leave starts within 7 days of the mother's death.

6.3

The father should notify the General Manager/Director of Nursing in writing at the earliest opportunity of the death of the mother, and the length of the leave to which he believes he is so entitled. 

6.4
If requested by the General Manager/Director of Nursing the father should supply, as soon as it is reasonably practicable, a copy of the death certificate in respect of the mother and of a birth certificate in respect of the child.  

7.0 
Application for and Management of Maternity Leave

Application for and approval of maternity leave shall follow the process outlined below: 

7.1
An employee intending to avail of maternity leave shall inform the General Manager/Director of Nursing in writing.  They shall produce a medical certificate confirming pregnancy and stating the expected week of confinement.

7.2
The certificate shall be submitted to the General Manager/Director of Nursing at least four weeks before the date on which the employee intends to avail of maternity leave.

7.3

A minimum of four weeks maternity leave must be taken after the birth.

7.4
The employee intending to claim maternity allowance under the Social Welfare Acts is recommended to submit an application to the Department of Social Protection, six weeks prior to the intended Maternity Leave. Failure to do so may result in lost entitlement to maternity allowance. 

7.5
An employee who intends to return to work following maternity leave must give prior notice to Director of Nursing in writing not less than four weeks before the expected date of their return. 

7.6
Where the employee wishes to avail of Additional Maternity leave (see 3.5 above), they shall notify the Director of Nursing in writing not less than four weeks before the end of the Maternity Leave. 

7.7
An employee may revoke the notice to avail of Maternity Leave and Additional Maternity Leave by submitting further written notice to her employer stating that she no longer wishes to take Maternity Leave from the date initially specified.  

7.8
An employee shall be entitled to return to the same job as previously held, under the same contract of employment, where that contract has not been terminated.  If the employee was not doing their usual work immediately before leave began, they are entitled to return to her usual work on return from leave. 

7.9
Where it is not reasonably practicable to permit an employee to return to their usual work, they are entitled to “suitable alternative work” which shall not be substantially less favourable in terms of pay, responsibility etc. 

7.10
The employees’ right to return to work is conditional on given written notification of intention to return to work. 

8.0 
Health and Safety: Risk Assessment & Management

8.1
The General Manager/Director of Nursing will assess the workplace for risks to:

· Pregnant employees once notified;

· Employees who have recently given birth

· Employees who are breast-feeding (up to the 26th week after the birth).

8.2
All risks identified by the assessment shall be assessed.  Where possible the risk shall be removed or protective / preventative measures shall be implemented. 

8.3
Where a risk is identified and it is not practicable to take protective or preventative 
measures, St. Attracta’s Residence shall temporarily adjust the employee’s working conditions or working hours to minimise the risk.  Where this is not possible, the employee shall be given suitable alternative work.  

8.4
If neither of these options is possible, the employee will be given health and safety leave from work which may continue up to the beginning of maternity leave. During health and safety leave, the employee will be paid their normal wages for the first 3 weeks.

9.0 
Protection of Employment Rights while on Maternity Leave 

9.1
When an employee is on maternity leave, they shall be regarded as if they are in work for the purposes of annual leave entitlement, bank holidays etc.  

9.2 
Where an employee is on Health and Safety Leave (see 8.0 above) they shall be treated as if they are still at work and shall continue to accrue entitlements based on actual service.

9.3 
Absence from work on maternity leave, or additional or extended maternity or health and safety leave, may not be treated as part of other leave, including sick leave or annual leave to which an employee is entitled.  Subject to normal regulations, sick leave shall be allowed during pregnancy. 

9.4 
While on maternity leave you will be paid for any bank holidays as if you were at work.  The amount of your entitlement will be based on your entitlement on the last day you worked.  

9.5 
All periods of probation, training, and apprenticeships that are interrupted by maternity leave, or additional or extended maternity or health and safety leave, shall be suspended until the end of leave. 

10.0

Annual Leave Entitlement

10.1

Annual leave at St. Attracta’s Residence is calculated on the basis of 8% of the hours worked by the employee.  

10.2

For the purposes of fairly calculating annual leave while on maternity leave this will be calculated on the date you finish based on an average of the previous 6 months annual leave entitlement.  For a simple example if you were entitled to 70 hours for the 6 months preceding your maternity leave then you will be given 70 hours for the following 6 months.  

10.3

Annual leave which you will accrue/earn while on maternity leave cannot be taken before you go on maternity leave.  

10.4

Prior to returning from maternity leave it is expected that you will plan on timelines to take this paid leave in the months after you return.  This should be planned in discussion with the Director of Nursing/General Manager.  

HR021 – Attendance Management Policy
1.0
Policy

Employees are entitled to time off when, as a result of illness or injury, they are unfit or unable to carry out the work assigned to them. Employees have a duty to ensure they are in a state of good health such as would enable them to give regular, efficient and largely uninterrupted service. St. Attracta’s Residence acknowledges however, that there will be occasions when through genuine employee illness or injury this is not possible. 

Given the team based operation of the home it is vital that staff maintain contact with their manager during any period of absence and that they notify the home of any possible absence at the earliest opportunity.  
2.0
Responsibility

2.1
All staff:  Inform the nurse in charge at the earliest possible time when they are ill and unable to attend work.

2.2
Director of Nursing & General Manager:  Monitoring and control of absenteeism levels, including sick leave and evaluate compliance to procedures.  

2.3
Staff have a responsibility to be at work in line with their planned roster.  Failure to attend for whatever reason on a regular basis is not acceptable.  It is an employee responsibility to ensure they are fit to attend work.  A sick certificate is not sufficient to explain all absence and should not be seen as a justification for frequent absences.  
Procedure

3.0 
Notification of Sick Leave

3.1

When an employee is unable to attend work due to sickness they shall notify the Nurse on Duty at the earliest possible time: 

· If possible the night before a day shift or at least eight hours prior to their starting time for day duty, or 

· by 12.00 midday prior to their starting time for night duty on the first day of the absence

· This notification should include the nature of the illness.  

3.2

Employees who are aware of the anticipated duration of absence/return to work date should immediately advise the senior nurse on duty.  The nurse must complete the sick reporting diary; this should also be completed when an employee is sent home sick from work.  

3.3

The employee shall advise the senior nurse on duty of their intention to resume duty or otherwise by 12.00 noon on the day prior to his/her expected date of return to work.

3.4

In the event that the sickness relates to a work related injury/incident this should be notified to the nurse in charge immediately upon its occurrence. 

3.5

In the event of an emergency or unforeseen illness the employee should notify the home as soon as is reasonably possible.  

3.6

It is an employee’s responsibility to maintain reasonable contact with St. Attracta’s Residence during a period of absence.  

3.7

Should an employee need to leave site at any time during their shift or earlier than their finish time they should request permission from the nurse in charge before leaving.  

3.8


Failure to comply with these notification requirements may result in recourse to the disciplinary process.



4.0


Provision of Medical Certificates

4.1


An employee who is absent due to illness or injury for more than 2 shifts (days/night) shall submit a medical certificate on the third day or night covering the full period of absence, and the certificate shall:

· be given by a registered medical practitioner, bearing his/her address and signature

· confirm the name of the patient and state the nature of the illness

· be dated and confirm the expected duration of the illness

· state a probable date of return to work

4.2
A medical certificate shall be produced promptly at weekly intervals, except where St. Attracta’s Residence has, on an individual basis, agreed otherwise.
4.3
Where an employee is absent due to illness for consecutively one day each side of rest day/days they are required to submit a medical certificate for the full duration of the illness.

4.4
St. Attracta’s Residence reserves the right not to accept a medical certificate submitted and/or to refer the employee for Occupational Health assessment on behalf of St. Attracta’s Residence.

4.5
Acceptance of a medical certificate will not prevent St. Attracta’s Residence from forming 
the opinion that the employee is unable to give regular service.
4.6
An employee who is on sick leave for a period in excess of 2 consecutive weeks shall, prior to resuming work, be certified by the same doctor as fully fit to resume the full range of duties of his/her job.

4.7
Where the employee has not contacted St. Attracta’s Residence, or where there is concern for the employee's welfare, St. Attracta’s Residence may contact the employee at home.
5.0

Employee Entitlements (including Entitlements when on Annual Leave) 

5.1
Where an employee becomes ill while on annual leave and the illness would normally warrant absence from work and certification, they shall immediately contact their Director of Nursing and immediately submit a medical certificate. St. Attracta’s Residence may restore such annual leave to the employee to be taken at another time.
5.2

Where an employee is absent on sick leave and scheduled for annual leave they shall:

· return to work before proceeding to annual leave or

· submit a certificate from the certifying doctor that s/he is fit to resume duty

5.3
Where an employee goes home sick, having completed less than 50% of rostered time, this will be recorded as a half day sick absence;  more than 50% of rostered time will be recorded as full attendance.

5.4
Where a day off falls between two sick days, this is counted as three sick days and requires certification.

5.5
Uncertified sick leave cannot be taken immediately before or following annual leave.

5.6
Where an employee is repeatedly absent on days prior to or immediately after days off, St. Attracta’s Residence may treat such absence as 3 days and request a medical certificate.
5.7
Where the employee is suffering from any infectious disease they shall immediately notify the Director of Nursing and take appropriate precautions against the spread of infection.  

5.8
Immediately upon resuming work following sick leave, the employee shall report to the Clinical Nurse Manager/Director of Nursing.

5.9
Where an employee wishes to return to work but is unable to carry out their full duties due to medical restrictions a discussion must take place before their return to assess if the required changes are possible.  The discussion will focus on the extent, duration and implications of such restrictions.  Each case will be assessed individually. 

6.0
Review of Sick Leave 

6.1
Staff members who have more than three instances of absence in a 6 month period will be required to attend a meeting with their manager and/or HR.  This is regardless of the duration of each instance of absence.  The purpose of this meeting will be to discuss the absence and to assess if any disciplinary action is required.  At a minimum the meeting will result in a caution.  Further instances of absence will escalate the employee through the disciplinary stages up to and including dismissal.  

6.2
The General Manager & Director of Nursing shall monitor and control absenteeism levels, including sick leave, which includes:

· Ensuring absent employees adhere to the reporting and certification procedures.

· Record all absences due to illness and, where appropriate, ensure appropriate medical certification is received.

· Maintain regular contact with employees during sick leave absence.

6.3
St. Attracta’s Residence reserves the right to refer an employee to attend the company doctor.   In the case where the employee is referred to the company doctor St. Attracta’s will cover the cost of the appointment.  

6.4
Where St. Attracta’s Residence has reason to believe that a period of sick leave is not wholly genuine or that the system is being abused the employee may be subject to disciplinary action. 

6.5
Long term absences will be managed closely by the home and reviewed on a case by case basis to assess suitable next steps.   

6.6
An unexplained absence which lasts for more than 5 days is considered job abandonment and may result in termination of the employee.  

7.0
Probation Period

In the event that you have three or more instances of absence during the probationary period (first 6 months of employment) your probation will be automatically extended and reviewed again at that time.  

8.0 
Payment during Sick Leave

8.1     Sick Leave at St. Attracta’s Residence is unpaid leave. 
8.2

Staff may claim social welfare benefit from the third day of absence where applicable

8.3     The management of St. Attracta’s Residence may, at its discretion, make appropriate salary payments during sick leave where they determine it is appropriate to do so, and where such a payment is deemed reasonable.  

9.0
Review and Evaluation

A periodic review shall be undertaken to determine compliance to this policy and procedure. This shall be carried out by the Director of Nursing via a review of records.   The evaluation shall aim to determine adherence to the process including: 

9.1
Staff inform home as soon as possible when sick leave is required

9.2
Medical Certificates are provided where employee absent for more than two days 

9.3
Where staff member is sick, on annual leave, the HR Manager is informed immediately 

9.4
Where staff are sick for more than 2 weeks they are certified as fit to return to work before returning 

9.5
Details of staff sick leave are documented

9.6
Staff sick leave is reviewed by the DON/General Manager.

10.0
Clarification

Failure to comply with any aspect of this policy may result in disciplinary action.  This policy is a guidance document and if clarification or interpretation is required please contact the Director of Nursing/ General Manager.  

11.0
Managing attendance during COVID-19 

· Staff with underlying medical conditions or who are immunosuppressed may be certified off work by their GP if a risk to their health is identified during COVID -19.

· The National Public Health Emergency Team requires that all staff have their temperature measured twice a day, once being at the start of each shift.

· In addition, at the start of each shift, all staff should confirm verbally with their line manager that they do not have any symptoms of respiratory illness, such as fever, cough, shortness-of-breath or myalgia. 

· Staff who become unwell at work should immediately report to the PIC and should be sent home and advised to contact their GP by telephone. If they cannot go home immediately, they should be isolated in a separate room until they can go home.

· Staff members who test positive for COVID-19 may return to work 14 days after symptom onset (or date of diagnosis if no symptoms) provided they have had no fever during the last 5 days. Staff that are identified as close contacts of a case either in the community or the occupational setting should not attend work for 14days from the last exposure to the case and restrict their movements as much as possible.

· Derogations to return to work for healthcare workers who are close contacts of COVID-19 cases can be applied with appropriate caution in the Nursing Home, given the high risk of adverse outcomes in these groups in the event of severe staff shortages leading to resident safety issues

· Guidance will be sought from HIQA/HSE/NPHET/Public Health and any other relevant experts in the event that any staff are Covid positive on the best and most current case management to ensure the staff and nursing home are carefully managed and protected.

· Any staff who are absent during Covid 19 will be dealt with on a case by case basis.

· Ongoing absence without a substantive justification will be dealt with as unauthorized absence.  

· Ongoing absence without sufficient communication from the staff member will be dealt with as unauthorized absence. 

· The DON/GM will contact staff who are out sick with COVID -19 or out as close contacts on a daily basis.

· Amanda Healy will assist staff in accessing Social welfare benefits where applicable.  

HR023 – Disciplinary Policy
1.0 Policy   

St. Attracta’s Residence Disciplinary Procedure aims to ensure that discipline is maintained in the workplace by applying disciplinary measures in a fair and consistent manner in accordance with the principles of natural justice and fairness.
2.0 Definitions

Disciplinary Offences:


Lack of competence affecting resident care or standards in health and safety. The following examples of behaviour may, in light of circumstances, be regarded as misconduct:

· Disclosure of St. Attracta’s Residences resident/employee information, or any other breaches of confidentiality.

· Falsifying statements/records and/or covering up mistakes that may endanger self, others or the Care Centre.

· Failure to perform to agreed work standards and/or carry out reasonable instruction.

· Failing to observe operational regulations, policies or procedures.

· Absence from duty/lateness/leaving work without permission. 

· Disrespectful behaviour (eg sarcasm, mockery, mimicry) causing personal offence.

· Fighting with another employee.

· Indecent or immoral conduct.

· Abuse of status or position when dealing with other employee or the public.

· Engaging in external employment that adversely affects employment with St. Attracta’s Residence (e.g. performance or availability for employment).

This is not an exhaustive list and additional events can come under this heading if considered appropriate by management.  

Gross Misconduct:


Gross misconduct is behaviour that causes St. Attracta’s Residence to lose confidence and trust in the employee to the extent that it can no longer allow their continued employment with St. Attracta’s Residence. Such conduct will warrant summary dismissal i.e. without notice. The following examples (not an exhaustive or exclusive list) may, in the light of circumstances, be regarded as gross misconduct:

· Neglect, ill treatment or abuse of employees, residents or anyone associated with St. Attracta’s Residence (see also PR-002 Responding to Allegations of Abuse). 

· Deliberate breaches of health, safety and welfare regulations that may endanger self or others.

· Misuse or misappropriations of drugs or other substances at work.

· Theft, unauthorised removal or possession of St. Attracta’s Residence property or of those associated with St. Attracta’s Residence.

· Being under the influence of alcohol, drugs or other substances 

· Behaviour likely to endanger others.

· Sexual misconduct, bullying or harassment at work 

· Discrimination against employees, residents/clients or anyone associated with St. Attracta’s Residence. 

· Falsifying or unauthorised alteration of claims, applications, St. Attracta’s Residence records/information, or other fraud.

· Malicious damage or gross negligence to St. Attracta’s Residence property. 

· Breaches of confidentiality and/or unauthorised destruction, disclosure of St. Attracta’s Residence/information.

· Computer fraud or sabotage.

· Corrupt or improper practice, e.g. using official position for personal/other gains. 

· Prolonged absence without notification. 

· Criminal offences committed within St. Attracta’s Residence employment

This is not an exhaustive list and additional events can come under this heading if considered appropriate by management.  

3.0 Responsibility

3.1 All Staff Members – Must adhere to policy and procedure.

3.2 Relevant line managers, Director of Nursing and General Manager – Maintenance of discipline. Evaluate adherence to the process.

4.0 Principles

4.1 Disciplinary procedures in St. Attracta’s Residence shall be applied in a fair and consistent manner.

4.2 St. Attracta’s Residence shall ensure that all employees are aware of these procedures and adhere to their aims.  

4.3 Matters of discipline shall be dealt with by St. Attracta’s Residence in a manner that protects the dignity of the employee and in accordance with the values of St. Attracta’s Residence, the principles of natural justice and relevant legislation.  

4.4 The Director of Nursing/General Manager shall advise on questions of discipline and ensure that a just and equitable standard applies throughout St. Attracta’s Residence.

4.5 All employees shall be provided with a copy of the Disciplinary Procedure which is contained in the employee handbook as part of their contract of employment.  If any changes are made to this policy, all employees shall be circulated with a copy of the revised procedure.

4.6 Notifiable Events: 

4.6.1 NF06:  Any allegation, suspected or confirmed of abuse of any resident must be notified within 3 working days.

4.6.2 NF07: Any allegations of misconduct by the Registered Provider or any person who works in the designated centre is notifiable within three working days of the incident. 

5.0 Principles of Natural Justice

St. Attracta’s Residence Disciplinary procedure complies with the general principles of natural justice and fair procedures which include:

5.1 That employee grievances are fairly examined and processed

5.2 That details of any allegations or complaints are put to the employee concerned

5.3 That the employee concerned is given the opportunity to respond fully to any such allegations or complaints

5.4 That the employee concerned is given the opportunity to avail of the right to be represented during the procedure

5.5 That the employee concerned has the right to a fair and impartial determination of the issues concerned, taking into account any representations made by, or on behalf of, the employee and any other relevant or appropriate evidence, factors, circumstances.

6.0 Disciplinary Process 

Where a disciplinary issue arises as defined in 2.0 St. Attracta’s Residence shall follow the process outlined below.  

· Counselling.
· Stage One: Verbal Warning. 

· Stage Two: First Written Warning.

· Stage Three: Final Written Warning/Suspension  

· Stage Four: Dismissal

Where the offense is gross misconduct, this is managed as per 6.0 (see below).

Counselling

During Counselling the employee shall be counselled by the relevant manager and informed of the improvement that is required in the performance of their work prior to the commencement of the disciplinary procedure.  This shall be undertaken in a formalised meeting and the minutes of the meeting shall be recorded and stored in the employee’s record.  Employees are given a copy of this record.    

Verbal Warning

Where an additional disciplinary offence occurs, or the first offence is repeated, this shall move to Stage One: Formal Verbal Warning.  This shall occur after the staff member has been counselled and informed by their manager of the improvement required in the performance of their work and given a reasonable amount of time to achieve this improvement. This stage of the disciplinary procedure may be appropriate in the case of poor timekeeping, lack of competence, poor attendance, careless work or other disciplinary offences. At the end of the meeting a verbal warning may be issued. The record of the verbal warning shall be recorded on the employee’s personnel record.  It shall be removed after 6 months if there are no further problems during that period. 

Where the situation is more serious, and may warrant a formal sanction, the situation may proceed immediately to a formal written warning or in the case of gross misconduct a disciplinary meeting may be held, at the end of which the employee may be dismissed given the seriousness of the matter.

First Written Warning

In the event of a further breach, or if the required improvement does not take place, the employee will be requested to attend a further disciplinary meeting with a representative.  This is Stage Two: First Written Warning.  At the end of this meeting the employee may be issued with a formal written warning. A copy of this formal written warning shall be recorded on the employee’s personnel file.  The warning shall be removed after 12 months if there are no further problems during that period.  

Final Written Warning/Suspension

In the event of a further breach, or failure to improve, the employee will be requested to attend a further disciplinary meeting and the employee may be given a final formal written warning. This is Stage Three: Final Written Warning/Suspension.  The written warning shall state that the employee shall be dismissed if a further offence is committed or if at a specified review date, there is no satisfactory improvement in their conduct or performance.  A copy of this final warning shall be recorded on the employee’s personnel file.  The warning shall be removed after 12 months if there are no further problems during that period.  

The employee may also be suspended at this time if deemed appropriate.  Depending on the nature of the incident the suspension may be with/without pay.  

Where there is a further offense, or there is no improvement in performance, the employee may be dismissed as per 7.0 below. 

Each of the above steps may be bypassed and escalated to the next step if it is deemed that the incident/event warrants a more severe penalty.  

7.0 Gross Misconduct

Where gross misconduct is identified St. Attracta’s Residence shall follow the process outlined below: 
7.1 Where an alleged gross misconduct warranting summary dismissal is identified, the following process shall apply.  Definitions in section 2.0 shall be used to determine gross misconduct. All alleged identified gross misconduct shall be immediately reported to and subsequently managed by the Director of Nursing/General Manager.

7.2 In cases of gross misconduct St. Attracta’s Residence may summarily dismiss an employee without recourse to the disciplinary procedure outlined above. Employees shall receive written notification of the requirement to attend a disciplinary hearing to address an allegation of Gross Misconduct. The employee shall be notified of their right to bring a representative to the hearing. The employee shall be advised in writing that this is a serious matter and may result in a termination of the employment contract. The employee shall be notified in writing of the nature of the allegation and any supporting documentation.  The employee shall be afforded a reasonable length of time to prepare for the hearing.

7.3 The manager shall meet with the employee regarding the issue of gross misconduct.  The employee shall be advised that they are suspended with pay from duty pending the outcome of an investigation into the matter, if necessary.

7.4 The employee shall be given details of the alleged offence and afforded the opportunity to respond. 

7.5 Where following investigation, the employee is found guilty of gross misconduct, justifying termination of employment, the employee will then be dismissed.  In all cases, dismissal shall be authorised by the Director of Nursing/General Manager or their appointed deputies.  Written notification of the dismissal, shall be signed by the Director of Nursing/General Manager and issued to the employee.

7.6 Where following investigation, the employee is found guilty of misconduct justifying disciplinary action, the sanction imposed will be under the appropriate clause of the Disciplinary process outlined above.

7.7 All details of the process shall be recorded in the staff record. 

8.0 Dismissal 

8.1 Where an employee is found to be guilty of misconduct or other behaviour justifying termination of employment, or if, having been issued with a final written warning and/or a period of suspension, conduct or performance does not improve the employee will then be dismissed.  

8.2 In all cases, dismissal must be authorised by the Director of Nursing/General Manager or their appointed deputies.  

8.3 Written notification of the dismissal, which will be signed by the Director of Nursing/General Manager, shall be issued to the employee.

8.4 Under the terms of The Unfair Dismissal Acts, (1977 – 2007) employee has the right to appeal this dismissal by way of the Employment Appeals Tribunal or the Rights Commissioner.  

9.0 Other sanctions

As part of a disciplinary procedure the manager may also impose other disciplinary sanctions as a condition of the penalty.  Examples of these may include:

· Retraining

· Demotion

· Change in responsibilities or duties

· Change in reporting responsibility

· Change in rosters

· Follow up review meetings to monitor progress

10.0 Investigation

Where an investigation is required to ascertain the facts of an allegation or complaint this will be carried out by an individual who is separate to the disciplinary process.  Timescales and the scope of the investigation will be ascertained at the outset.  

The accused will be kept appraised of the steps of the investigation and furnished with copies of relevant documentation.  A written record will be kept of all meetings.  It may be necessary to interview witnesses or obtain additional information as part of the investigation.  

The investigator will compile a report which will be given the disciplinary team.

11.0 Disciplinary Interviews

11.1 All disciplinary interviews shall be held in private.  They shall be conducted out of the hearing of other employees and individuals.

11.2 Employees are invited to bring along a colleague to support them at a disciplinary meeting.

11.3 Employees shall be invited in writing to attend any formal disciplinary meeting.  It may be necessary on occasion to organise a meeting at short notice and in such an instance the employee will be asked if they would like more time to prepare.  

11.4 The letter issued to the employee shall set out the reasons why the employee is being asked to attend the disciplinary meeting.

11.5 At all stages during the disciplinary and gross misconduct processes, an employee shall have the right of representation in any discussion with management.  If refused, the gravity of the situation pointed out and representation strongly recommended.  Employees shall choose who they wish to be their employee representative. Please note that St. Attracta’s Residence do not recognise trade union representatives.

11.6 Employees shall be advised that a disciplinary hearing is a serious matter and that failure to improve may result in the termination of the contract of employment.  

11.7 A written record shall be maintained of all interviews and warnings, including verbal warnings.

11.8 This record shall be dated and timed and kept in the employee’s record.

11.9 All disciplinary interviews shall be given adequate time to ensure that they are conducted satisfactorily.

11.10 During the disciplinary meeting the employer shall state clearly the nature of the alleged offence and the time and place where it is alleged to have occurred. 

11.11 The employee shall be encouraged to provide their side of the story.

11.12 Employees will be informed with any evidence which St. Attracta’s Residence has in respect of the alleged gross misconduct in advance of the disciplinary interview e.g. CCTV footage.

12.0 Appeals

For disciplinary sanctions up to dismissal there is an internal appeals process.  If an employee feels the application of the disciplinary sanction is unfair they should appeal this to a senior manager who was not involved in the disciplinary process within 5 working days of the disciplinary sanction being given.  The key personnel who are likely to be appealed to are the Clinical Nurse Managers/Director of Nursing/General Manager/Proprietor.  

Under the terms of The Unfair Dismissal Acts, (1977 – 2007) an employee has the right to appeal a dismissal by way of the Employment Appeals Tribunal or the Rights Commissioner.  

13.0 Records

13.1 All stages of the disciplinary process shall be documented and recorded.

13.2 Notifiable Events:

13.2.1 NF06:  Any allegation, suspected or confirmed of abuse of any resident must be notified within 3 working days.

13.2.2 NF07: Any allegations of misconduct by the Registered Provider or any person who works in the designated centre is notifiable within three working days of the incident. 

14.0 Clarification

Where the application or interpretation of this policy requires clarification the manager/employee should contact HR.
 HR024 – Management of Suspected Alcohol/Substance Abuse

1.0
Policy     

Attending work while under the influence of alcohol or substances endangers residents and fellow staff, thus is strictly prohibited by St. Attracta’s Residence. St. Attracta’s Residence shall facilitate employees, who are in need of assistance, to seek help voluntarily from alcohol and substance abuse support agencies. 

2.0
Definitions

Alcohol related problems:
Any drinking, either intermittent or continual, which definitely and repeatedly interferes with a person’s health and/or capability or conduct at work

Drug/Substance abuse:
A pattern of harmful use of any substance for mood-altering purposes.
3.0
Responsibility

3.1
All Staff Members are expected to attend work drug and alcohol free and cooperate with management in the event of suspected alcohol / drug abuse.  

3.2
Director of Nursing – Identify and address suspected alcohol and drug abuse by staff. 

Procedure

4.0
Management of Suspected Alcohol/Drug Abuse

4.1
Reporting to work or being at work at St. Attracta’s Residence while under the influence or impaired by alcohol or non-prescribed drugs is prohibited.  

4.2
Working while under the influence of or impaired by alcohol or substances endangers the safety of residents and staff at St. Attracta’s Residence and shall be addressed promptly by the Director of Nursing.

4.3
Where a staff member considers that there is a suspicion of alcohol or substance related problems in relation to an individual employee while at work, this shall be reported to the Director of Nursing. 

4.4
The Director of Nursing shall discuss the matter with the employee involved, and clearly outline the rational for the suspicion. 

4.5
Where the Director of Nursing considers that there is an immediate risk to St. Attracta’s Residence, the residents, staff or the staff member themselves, the Director of Nursing may disallow the employee to engage in their work and send the employee home via a safe method of transport.  In some circumstances or where the employee denies being under the influence of any intoxicants the Director of Nursing may require the employee to submit to with cause testing.  In the absence of the Director of Nursing the most senior member of staff on duty may make these decisions e.g. Senior Nurse on duty.  

4.6
The Director of Nursing may disallow the employee to return to work until a meeting has been held to discuss the appropriate action.  

4.7
Where the employee agrees that there is an alcohol and/or substance abuse problem then the Director of Nursing shall assist the employee in arranging an interview with an appropriate support service.  The support service will be asked to report to St. Attracta’s Residence regarding the outcome and employee cooperation.  

4.8
Where the employee does not accept that there is an alcohol and/or substance abuse problem, and/or rejects the offer of referral, the issue shall be addressed via the Disciplinary Procedure HR-023.
4.9
Where an individual is referred to a support agency, and the agency reports to residential home that there is no alcohol or substance abuse, the issue shall be addressed via the Disciplinary Procedure.  

4.10 
Where an employee agrees to a program but subsequently fails to comply with the agreed terms they may be subject to disciplinary action up and including dismissal.   

4.11
Normal sick leave will apply to any absence required for treatment.

4.12
St. Attracta’s Residence will endeavour to support any employee who is dealing with a drug/alcohol problem.  Each situation is handled on a case by case basis and the level of support offered may vary.  Abuse of this policy or its support mechanisms will not be tolerated. All cases will be assessed individually.  

4.13
Should an employee require prescribed medication they should seek their GPs advice and establish if these drugs may affect their health and safety.  If they are considered to potentially affect the employee in such a manner the employee must bring this to the attention of the Director of Nursing.  

5.0
Voluntary Referrals

5.1
Any employee who suspects they are having personal difficulty with alcohol and drugs are encouraged to seek assistance from the Director of Nursing/HR.  Any information regarding an employee’s difficulty to deal with alcohol/drugs will be handled in the strictest confidence.  

5.2
An employee must seek assistance at the earliest opportunity.  Disclosure of an addiction prompted by impending testing or disciplinary action will not be acceptable.  
5.3
Where an employee chooses to refer themselves to a Counselling Service or other support service in relation to potential alcohol and/or substance abuse, employees may choose to inform the Director of Nursing/ General Manager.  In such circumstances the details shall be kept strictly confidential. The employee may contact the referral agency directly or seek advice from their line manager. 

5.4 
Employees are not obliged to inform their line manager of the voluntary referral unless it directly affects their ability to work or their availability for work.

5.5
Where time off work is required to attend support services in relation to a voluntary referral,    this may be facilitated by the Director of Nursing. 

5.6
Where time off work is granted to attend support services, the support services shall 
confirm to St. Attracta’s Residence that the employee has kept the appointments. 

6.0
Testing for Intoxicants
Under Section 13 of the Safety, Health & Welfare at Work Act 2005 an employee shall while at work if reasonably required by his or her employer submit to any appropriate, reasonable and proportionate tests by a competent person as may be prescribed.  

Any employee who is suspected of being under the influence of alcohol/drugs or involved in a work place accident may be subject to with cause testing.  This will be conducted by or under the supervision of a registered practitioner.  All employees are expected to comply with such testing as a condition of continued employment.  Prior to such testing the employee will be asked if they have consumed any drugs/alcohol which may affect the result of their test.  Their response may render the test unnecessary.  

The judgment as to whether or not with cause testing can be applied is based on a number of factors including the following:  disorientation, unsteadiness, slurring of words, smell of alcohol, admitted or observed consuming drugs/alcohol, unusual or abnormal behavior.  Typically more than one person must be of the opinion that the conditions exist to warrant testing.  Typically this will be decided by senior members of staff.  

7.0
Clarification
Failure to comply with any aspect of this policy may result in disciplinary action.  This policy is a guidance document and if clarification or interpretation is required please contact the Director of Nursing/ General Manager.  

Policy 025 – Dignity at Work & Prevention of Bullying/Harassment 
1.0
Policy     

St. Attracta’s Residence is committed to providing an environment where people feel valued, recognised and safe, and where their dignity is supported and respected at all times.  All employees have the right to work in an environment that is free from sexual harassment, harassment and bullying and where each individual is respected. Any individual who experiences sexual harassment, harassment or bullying will be supported by the organisation in bringing such unlawful behaviour to a close.

This policy is designed to ensure in so far as possible that all employees are provided with an atmosphere which is free from bullying, harassment and sexual harassment.  All employees will be expected to comply with this policy and management will take appropriate measures to ensure that bullying/harassment does not occur. Appropriate disciplinary action, up to and including dismissal for serious offences, will be taken against any employee who violates this policy.

The policy applies to employees both in the workplace and at work-associated events such as meetings and work-related social events, whether on the premises or off-site.

The policy applies to bullying/harassment not only by fellow employees but also by a client, visitor.  or other business contact with whom an employee might reasonably expect to come into contact in the course of his or her employment.

2.0
Definitions

Dignity at Work: 


Every individual is entitled to fair and equitable treatment and to be treated with professional courtesy and respect.
Definitions
Workplace bullying is defined as “repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment which could reasonably be regarded as undermining the individual’s right to dignity at work. An isolated incident of the behaviour described in this definition may be an affront to dignity at work but as a once-off incident is not considered to be bullying.”

Bullying is more than a single occasion and can include conduct offensive to a reasonable person, for example oral or written slurs, physical contact, gestures, jokes, displaying pictures, flags/emblems, graffiti or other material that state/imply prejudicial attitudes that are offensive to fellow employees.

Other examples of bullying behaviour include: 

· Personal insults and name-calling

· Persistent unjustified criticism and sarcasm

· Shouting at staff in public and/or private

· Sneering

· Unfair delegation of duties and responsibilities

· Setting impossible deadlines

· Unnecessary work interference

· Aggression

· Not giving credit for work contribution

· Continuously refusing reasonable requests without good reasons

· Intimidation and threats in general

· Making it difficult for staff to have access to necessary information 


Harassment on the grounds of gender, civil status, family status, sexual orientation, religious belief, age, disability, race, or membership of the traveller community is defined as any unwanted conduct that has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for the person. The unwanted conduct may consist of acts, requests, spoken words, gestures, or the production, display or circulation of written words, pictures or other material.


Sexual harassment is any form of verbal, non-verbal or physical conduct of a sexual nature that has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for the person. This includes same-sex sexual harassment. The unwanted conduct may consist of acts, requests, spoken words, gestures, or the production, display or circulation of written words, pictures or other material.


Examples of sexual harassment include:

· Sexual gestures
· Displaying sexually suggestive objectives, pictures, calendars
· Sending suggestive and pornographic correspondence, including e-mails or text messages
· Unwelcome sexual comments and jokes
· Unwelcome physical conduct, such as pinching, unnecessary touching, etc. 
The examples stated in this policy are not an exhaustive list and the home reserves the right to take action against these and other inappropriate behaviours.

3.0
Responsibility

3.1
All Staff Members – Avoid inflicting bullying/harassment on fellow colleagues. Address bullying / harassment through the formalised grievance process.  

3.2
Director of Nursing/General Manager – Coordination of the bullying/ harassment complaints process and evaluate adherence to the process. 

4.0
Principles of the Prevention of Bullying and Harassment Process

The prevention of bullying and harassment process is based on, and shall adhere to the following principles: 

4.1
St. Attracta’s Residence shall take all reasonable steps to ensure a harassment-free environment either by preventative measures or by the taking of action to reverse the effects of harassment.  

4.2
St. Attracta’s Residence Safety Statement shall incorporate the identification of hazards and a risk assessment in relation to the existence of workplace bullying.  

4.3
Bullying and harassment shall not be tolerated by St. Attracta’s Residence and appropriate steps shall be taken by senior management to resolve any existing bullying problems. 

Procedure 
5.0
Bullying/Harassment Complaints Process

The process for addressing harassment/bullying in St. Attracta’s Residence shall follow the process outlined below: 

5.1
The employee who perceives themselves to be the subject of bullying and/or harassment shall attempt to resolve the situation informally.  This shall involve the employee who believes that they are the subject of bullying and/or harassment asking the person responsible to stop the offensive behaviour.

5.2
If the employee finds it difficult to approach the alleged perpetrator directly then a person should seek help and advice on a confidential basis from a senior colleague, senior team member or Director of Nursing.  

5.3
Having consulted with the contact person, the complainant may request the assistance of the contact person in raising the issue with the alleged perpetrator(s).  This shall be done by way of a confidential, non-confrontational discussion with a view to resolving the issue in an informal, low-key manner. 

5.4
It is recognised that it may not always be possible, or desired by the complainant, to use the informal procedure.  In such situations the employee may choose to bypass the informal procedure, and proceed directly to the formal procedure.  Choosing not to use the informal procedure shall not reflect negatively on a complainant in the formal procedure.

5.5
Where formal complaints are being made, the employee shall contact a member of the senior team, as soon as possible.  The complainant shall make a formal complaint in writing to the Director of Nursing.  The complaint shall contain precise details of actual bullying/harassment. 

5.6
The alleged perpetrator(s) shall be notified that an allegation of bullying has been made against him/her.  He or she shall be given a copy of the complainant’s statement and advised that he/she shall be afforded a fair opportunity to respond to the allegation(s) of bullying/harassment. 

5.7
The Director of Nursing (with the assistance of an outside independent party, if it is deemed appropriate), who is considered to be impartial, shall complete an initial examination with the complainant, with a view to determining an appropriate course of action.  This may include exploring a mediated solution or a view that the issue could be resolved informally.  Where this is possible the Director of Nursing shall facilitate the informal approach.  Should either of these approaches be deemed inappropriate or inconclusive, a formal investigation of the complaint shall take place with the view to determining the facts and the credibility or otherwise of the allegation(s). 

5.8
The investigation shall be conducted by the Director of Nursing or delegate or if deemed appropriate, by an agreed third party.  The investigation shall be conducted thoroughly, objectively and with sensitivity, utmost confidentiality and with due respect for the rights of both the complainant and the alleged perpetrator(s).  

5.9
The investigator(s) shall meet with the complainant and the alleged perpetrator(s) and any witnesses or relevant persons on an individual confidential basis with a view to establishing the factors surrounding the allegation(s).  Both the complainant and the alleged perpetrator(s) may be accompanied by a work colleague or representative if so desired.  

5.10
While it is desirable to maintain utmost confidentiality, once an investigation of an issue begins, it may be necessary to interview other staff.  If this is so, the importance of confidentiality shall be stressed to them.  Any statements taken from witnesses shall be circulated to the person making the complaint and the alleged harasser for their comments before any conclusion is reached in the investigation.  

5.11
Where circumstances dictate, it may be necessary for the alleged perpetrator(s) to be suspended while the investigation is undertaken.  This shall be at the discretion of the Director of Nursing, and the decision shall take into consideration the seriousness of the complaint and the wishes of the complainant. During a period of suspension an individual shall receive full pay, and St. Attracta’s Residence shall endeavour to complete the investigation as soon as possible.

5.12
Every effort shall be made to carry out and complete the investigation as quickly as possible and within an agreed timeframe. 

5.13
When the investigation is complete, both parties shall be informed as to whether or not the complaint has been upheld.  Both parties shall be given the opportunity to comment on the findings before any action is decided upon by the Director of Nursing. Their comments shall be considered prior to the report being finalised.

5.14
Both parties shall be given a copy, in writing, of the conclusions reached by the investigating team.  

5.15
Where a complaint is upheld, the Disciplinary Procedure HR-023 shall be instigated.  Records of any warnings for bullying/harassment shall remain in the employee’s file and shall be used if any further offences of the same or similar nature occur in the future.   Regular checks shall be made by the management investigating the complaint to ensure that the bullying/harassment has stopped and there is no victimisation. Retaliation of any kind against an employee for complaining or taking part in an investigation concerning bullying or harassment at work is a serious offence, shall not be tolerated by St. Attracta’s Residence  and shall be addressed through the Disciplinary Procedure HR-023. 

5.16
Where a complaint is found to be malicious, then the appropriate disciplinary action up to and including dismissal shall be imposed.

6.0
Training and Instruction 

6.1
Employees shall be provided with such information, instruction, training and supervision as is necessary to ensure the prevention of workplace bullying.  

6.2
Senior management, and any other individuals who may be involved in the investigation of a complaint, shall be given appropriate information and guidance from a competent person to enable them to conduct the interviews.  

8.0 
Victimisation
Employees will not be penalised, treated less favourably or subject to other adverse treatment because of pursuing rights by way of taking action, supporting action or giving notice of intention to take or support action under equality legislation.

9.0
Records

9.1
Records shall be maintained of all complaints of bullying and/or harassment.  

9.2
Records pertaining to employees against whom an allegation is upheld shall be recorded in the individual’s record.  

10.0
Clarification

Failure to comply with any aspect of this policy may result in disciplinary action.  This policy is a guidance document and if clarification or interpretation is required please contact the Director of Nursing/ General Manager.  
HR026 – Grievance Procedure

1.0
Policy     

St. Attracta’s Residence acknowledges that grievances shall occur in the normal course of interaction in any workplace. St. Attracta’s Residence shall endeavour to address all grievances in a prompt manner utilising a standardised process.       




2.0
Definitions

Grievance Procedure: An established set of agreed rules by which employees can raise grievances and complaints with their employers.  Common causes of grievances include: 

· Interpretation of conditions of employment 

· Pay 

· Work allocation 

· Staffing levels

· Promotion and grading 

· Changing work practices

· Health and safety issues

3.0
Responsibility

3.1
All Staff Members – Address grievances through the formalised grievance process.  It is the responsibility of the relevant employees to progress an unresolved grievance through the appropriate channels.  

3.2
Director of Nursing/General Manager – Coordination of the grievance process and ensure that the process is adhered to. 

Procedure 
4.0
Principles of the Grievance Process


The grievance process is based on, and shall adhere to, the following principles: 

4.1
It is appreciated that grievances shall occur in the normal course of interaction in any organisation or workplace.

4.2
It is in the mutual interest of all parties (e.g. both the employee and the employer) to establish a clear procedure for the resolution of all issues arising between them.

4.3
Full recognition is given to the significance of personal grievances and St. Attracta’s Residence shall address all grievances and disputes without undue delay and at the earliest possible stage of this procedure. 
5.0
Grievance Process

The grievance process in St. Attracta’s Residence shall be managed as outlined below: 
5.1
The employee shall inform their Line Manager of any grievances which arise.  This shall be done verbally. If there is any lack of clarity of who is their line manager the employee should refer to the organisation chart which is published on staff notice boards.  

5.2
The matter in dispute shall be discussed by the employee or employees concerned with their line manager. Where the issues are resolved, no further action or further grievance processes are required. 

5.3
Where the parties fail to agree, the matter is referred to the Director of Nursing/General Manager within 2 weeks.   

5.4
An interview is arranged with the Line Manager, the Director of Nursing/General Manager, the employee and a colleague if desired; it is the choice of the employee if they wish to be accompanied by an employee representative; please note that St. Attracta’s Residence do not recognise trade union representatives.  The meeting shall be held as soon as practicable given the particular circumstances of the grievance.

5.5
The interview shall be conducted as per interview guidelines outlined below.  

5.6
The decision/outcome from this grievance meeting will be documented to the employee and put on record.   

5.7
Where the employee is unsatisfied with the response/outcome they may refer the matter to the Workplace Relations Commission – they must inform St. Attracta’s Residence that they intend to take this step before doing so.

6.0
The Grievance Interview

6.1
The grievance interview shall occur where an informal grievance has arisen which has not been resolved. 

6.2
Grievance interviews shall be conducted in private. If an employee brings along a colleague for support they will be asked to sign a confidentiality agreement.  

6.3
The interview shall commence with an overview of the purpose and structure of the interview and the employee shall be informed that notes shall be taken at the meeting.

6.4
The employee shall be asked to state the background to the grievance and to outline what 
action he/she would like to see taken to resolve the problem.

6.5
The Director of Nursing/General Manager shall listen to the employee’s statement and explore the facts further through discussion. The employer shall aim to understand why the employee has raised the grievance. 

6.6
The employer shall state what they understand the grievance to be and ask the employee to 
confirm that the understanding is correct. 

6.7
Where any rules, policies or procedures have not been followed by the employee, this shall be 
identified by the employer. 

6.8
The employee and employer shall discuss options and a range of solutions. 

6.9
Following the interview the Director of Nursing/General Manager will respond to the employee and give an explanation for their decision in the event that they do not support the grievance.  

6.10
The employee shall be advised of their right to pursue the grievance further as per the procedure outlined above.  Timescales for pursuing the grievance shall be discussed. 

7.0

Working during the Grievance Process

7.1
During the period in which the above is being followed no strike, lockout, walkout, sit- in, go-slow or any other form of industrial action designed to bring pressure to bear on either party shall take place, until all avenues as prescribed have been followed by other parties.  

7.2
In the event of any issues rising which cannot immediately be disposed of and which are being processed in accordance with the disputes procedure, normal working under protest if necessary will continue, pending a settlement. 

CE012 – Uniform and Dress Code Policy

1.0 
Policy

All staff at St. Attracta’s Residence shall look clean, neat and tidy at all times.  Uniforms shall be worn when staff are on duty.  They shall be cleaned regularly to minimise the risk of infection transmission. 

2.0 
Definitions

Personal Protective Equipment: 
Used to protect staff and residents, and reduce opportunities for the transmission of microorganisms.  It includes the use of aprons, gloves, eye protection and facemasks.  

3.0 
Responsibility

3.1 
All Staff: Wear appropriate uniform.  As you will come into contact with residents/relatives and members of the public, it is important that you present a professional image with regard to appearance and standards of dress.

3.2
Director of Nursing:  Evaluate adherence to the process

4.0
General Uniform Guidelines

4.1
St. Attracta’s Residence has agreed uniforms for staff.  
This assists residents to identify the member of staff and their area of work. 

4.2

All staff shall wear the uniforms at all times when on duty. Uniforms shall not be worn outside of St. Attracta’s Residence when the staff member is not on duty.  This includes to and from work.  

4.3

Uniformed staff are required to wear black/navy trousers and black flat non slip safe shoes.  Shoes ideally should be closed in and laced up.  Sandals and slip-ons are not considered safe footwear.  Safety shoes must be worn by Catering.

4.4

Staff are not permitted to wear cardigans/jackets when on duty except for a navy cardigan which is appropriate for a healthcare setting.  Only plain white tee shirts should be worn under tunics.



Cardigans/jumpers, jackets, must absolutely not be worn over uniforms when carrying out any clinical, catering or cleaning duties.

4.5
All staff shall be provided with name badges by St. Attracta’s Residence.  Staff shall wear the name badges at all times when on duty in St. Attracta’s Residence. 

4.6
Tunics shall preferably have sleeves above the elbow.  All sleeves shall be able to be rolled up to allow washing of wrists.  
4.7
Personal protective equipment shall be used to reduce the risk of infection within St. Attracta’s Residence.
Disposable plastic aprons shall be worn when there is a risk that clothing may become exposed to blood, body fluids, secretions or excretions, with the exception of sweat. 
4.8
Where a staff member has a requirement to wear an item of clothing outside of that agreed in 4.1, (e.g. for religious reasons) this shall be discussed directly with the Director of Nursing.  All such decisions shall be made in the context of upholding the dignity of the staff member and the need to provide a safe, homely and appropriate environment for residents. 

4.9
Staff are not permitted to use their mobile phone when on duty.  

4.10
Where staff do not comply with the uniform policy of St. Attracta’s Residence, they shall be subject to St. Attracta’s Residence’s disciplinary process 

5.0
General Grooming Guidelines

5.1
Uniforms shall be washed frequently to ensure they are well presented and hygienic.  Uniforms shall be changed daily by staff and when soiled.

5.2
Staff shall look neat and presentable at all times.  

5.3
Hair shall be clean, tidy, well groomed and styled away from face.  It should be neatly tied back where long. 


Male staff should be either clean shaven, or a beard and moustache which are kept neat and tidy. 

5.4
To aid hand hygiene, all staff shall keep nails short and cut smoothly. Staff working in the clinical environment shall not wear nail varnish and/or false nails. 

5.5
Staff must take responsibility for their personal hygiene and take into account the people they work with; this includes bodily and dental hygiene. Daily shower/ bath is advised due to close contact with residents and staff.

5.6
If tattoos are visible when in uniform then it is the staff member’s responsibility to ensure they are appropriate and inoffensive to the general public.  If there is any concern as to their suitability the staff member will be asked to cover them up.  

5.7
Facial piercings are not permitted on any staff members.  Females are permitted to wear earrings however male staff members are required to remove any earrings when on duty.  
5.8
Staff shall not wear jewellery on their arms while on duty at St. Attracta’s Residence, except plain wedding bands where relevant.

5.9
Chains are not permitted unless they are of religious significance.  

6.0
Covid 19 Precautions

· Since the arrival of Covid 19 into Ireland and the increased risk to nursing home residents and staff St. Attractas has amended its uniform policy.

· Staff are to wear their own ‘day’ clothes into work and only change into their uniform on arrival.  They should change out of their uniform in the changing rooms provided before departure. Their uniform should be brought home and washed at 60 degrees.

· Additional uniforms are being sourced at present to ensure staff have a backup/second uniform if required.  

· The uniform must be protected with a disposable plastic apron when close contact with a resident/patient is anticipated or splash to clothes a possibility (infection control policy). 

HR028 – Code of Behavior
Staff agree to adhere to the following set of principles and behaviours which outline the minimum expectation of all employees working at St.  Attractas Home.  All staff should:  

1. Act in a way that supports the rights of the residents to lead an independent life based on personal choices and motivations.  

2. Recognise people who are unable to make their own decisions and/or to protect themselves, their assets and their body integrity and ensure adequate protection for them.

3. Ensure residents are protected from all forms of abuse.

4. Demonstrate their complete respect for the resident through their actions.  Lapses are unacceptable.

5. Recognise that the right of residents to make their own choices may sometimes involve risk.  In such an instance staff should try to ensure that such risk is recognised and understood by all concerned and is minimised wherever possible.

6. Recognise that although intervention may, in some cases, compromise the individual’s right to independence and choice, the principle of ‘in the best interest of the resident’ should apply at all times.

7. Promote and engender a positive attitude amongst staff and residents in a manner that respects the personal space, safety and privacy of residents.  

8. All staff shall ensure the privacy & dignity of the resident is respected by:

a) Listening to residents.

b) Value and respect residents as individuals.

c) Involve residents in decision-making at all times where possible.

d) Encourage residents.

e) Only provide intimate care when it is acceptable to all persons concerned. (Intimate care is defined as ‘care tasks associated with bodily functions, body products and personal hygiene which demand direct or indirect contact with or exposure of the sexual parts of the body’.) In addition to this, intimate care may also include tasks such as: helping with feeding, oral care and hair care. 

f) Wherever possible staff should work with individuals of the same sex in providing intimate care.  Staff should be familiar with HIQA guidance document on Intimate Care. 

g) Never physically punish or be in any manner whatsoever abusive to a resident.

h) Never tell jokes or make comments of a sexual nature in the presence of a resident.

i) Never use bad language in the presence of a resident.

j) Be sensitive to the possibility of developing favouritism, or becoming over involved or spending a great deal of time with any one resident. 

9. Understand that some residents may display behaviours that pose a challenge at times.  They should be aware of the various factors that may contribute to this and ensure that residents are not treated in any disadvantaged fashion because of a behaviour. Staff are to seek support and guidance from colleagues when faced with challenging situations.  Residents may behave aggressively or with challenging behaviour because of a variety of reasons which may include the following:

· Rooms that are too hot, cold or badly ventilated. 
· Noise 

· Pain 

· Medication and changes in medication. 

· Confusion. 

· Lack of activity or too much activity. 

· Too many rules. 

· Changes in routine. 

· The presence or behaviour of others. 

· Demands and requests made on residents by staff

· Health 

· Inability/difficulty in expressing feelings/emotions 

10. Ensure that any examinations or treatment especially those of an intimate nature must ensure privacy, dignity and modesty is maintained at all times. 

11. Be aware that the use of restraint or any restrictive procedure will only be used in limited circumstances after all other options to keep people safe have been exhausted. St. Attracta’s Residence complies with Department of Health’s policy set out in Towards a Restraint Free Environment.

12. Manage resident’s medication requirements in such a manner that ensures the safe, clinically effective and economic use of medicines to ensure that residents get the maximum benefit from the medicines they need and at the same time minimising potential harm.

13. Be mindful that residents may have money in their possession and to ensure this is kept safely. Any money given to staff by residents for placing in the safe must be notified to the nurse in charge so this can be documented. Staff must not accept any financial gratuities offered by residents and must in a respectful and mindful manner of not offending the resident decline any offers of money. Staff are to inform the nurse in charge if such gratuities have been offered.

14. Display appropriate behaviour when in contact with residents, visitors and colleagues.  This includes being professional and respectful with all persons you come into contact with when on duty.  

15. As an employee of St. Attracta’s Residence conduct themselves at all times with honesty, impartiality and integrity.

16. Support colleagues and the home in the performance of its duties.  This includes promoting the goals and objectives of the home and maintaining confidentiality outside the home.  

17. Discharge their responsibilities conscientiously, honestly and impartially and always act within the law.  Staff should endeavour to always perform their duties with efficiency, diligence and courtesy.
Staff Information Privacy Statement

St. Attracta’s Residence make protection of your Personal Data a high priority, taking all appropriate measures to ensure your rights and data are protected. The statement below sets out what information we may keep on you, why we need it and how it is used and stored. We also set out contact details should you want further information or have any concerns.

Purpose of Holding Information

Information (data) is required to manage the staff/management relationship in a home, more specifically to:

· Manage our contract of employment with you

· Comply with our Legal Obligations e.g. Employment Legislation, Care and Welfare Regulations, Health and Safety requirements, Garda Vetting legislation etc.

· Look after your vital interests in the event of an emergency

· Carry out our legitimate interests in managing and running the home
If the information required is not provided and updated as needed we will not be able to enter into or maintain this relationship.

Information Held

In order for us to administer your contract of employment and manage your employment in a home we are required to hold the following information (this list may be added to if required):
· CV/Application form

· Evidence of identity including full name, address, date of birth and photo

· Gardai vetting disclosure
· References

· Training records including certificates & evidence of any relevant qualifications

· Copy of current registration of any nursing staff
· Correspondence with you and about you 

· Information needed for payroll e.g. PPS number, Bank account details
· Emergency contact details

· Records of attendance, timekeeping, absence

· Appraisals/performance monitoring documents

· Grievance/disciplinary records where appropriate

· Details of work permits/citizenship where required

· Health declaration questionnaire

· Biometric finger print for purpose of operating time and attendance system

You will be referred to in many company documents and records that are produced by you and your colleagues in the course of carrying out your duties and the business of the home. 

Where necessary, we may keep information relating to your health, which could include reasons for absence, GP reports and notes. This information will be used in order to comply with our health and safety and occupational health obligations – to consider how your health affects your ability to do your job and whether any adjustments to your job might be appropriate. 

Where we may process special categories of information relating to your racial or ethnic origin, political opinions, religious and philosophical beliefs or sexual orientation, we will always obtain your explicit consent to those activities unless this is not required by law or the information is required to protect your health in an emergency. Where we are processing data based on your consent, you have the right to withdraw that consent at any time.

In addition, we monitor computer use, as detailed in our Telephone & Computer Use Policy IM004 available in the employee handbook.  We also keep records of your hours of work by way of our roster and TMS system.  

Access to Information

Other than as mentioned below, we will only disclose information about you to third parties if we are legally obliged to do so or where we need to comply with our contractual duties to you.

Access to information contained in your personnel file will only be by appropriate people in the home including the General Manager, Office Manager and Director of Nursing.  

Some government bodies have a legal basis to inspect information contained in your personnel file and the home must make this information available to them if required. E.g. HIQA, NERA.

The home may provide some of the information contained in your personnel file to third party (such as a payroll company) to carry out a task on the homes behalf. 

Updating your Information

If at any stage the information you have provided changes (e.g. change of address) the Office Manager should be notified in writing so our records can be updated.
Retention of Information

This information will be held for the duration of your employment and for a period of not less than 7 years after you have ceased to be employed by St. Attracta’s Residence after which it will be destroyed.  
CCTV

CCTV cameras are located throughout the nursing home. Please note that we hold CCTV footage for 28 days.  After that it is only retained/copied in the event of a notified incident whereby we believe the footage will be required.  For further information on the use of CCTV please refer to the CCTV policy – CE002.  
Your Rights in Relation to your Personal Data

You have certain rights in relation to your personal data. You have the right to request from us access to and rectification or erasure of your personal data, the right to restrict processing, object to processing as  well as in certain circumstances the right to data portability.

If you would like to see the information held on you by our home or receive a copy of your personal data please make a Subject Access Request by applying in writing for the attention of the Data Protection Officer.  

Should you have a concern about your information or how we manage it please contact the Data Protection Officer, Trina Donohue. Should you not be satisfied with our response to your concerns or believe that we have not complied with our data protection obligations you may lodge a complaint with the Office of the Data Protection Commissioner.  Telephone:  +353 57 8684800, Lo Call 1850 252 231, Email:   info@dataprotection.ie.
The Data Protection contact for our home is Trina Donohue, General Manager.

A full copy of our Data Protection Policy is available on request.
Disclaimer

The information contained in this employee handbook is not an employment contract, but rather is a summarised version of existing company policy.  St. Attracta’s Residence reserves the right to modify this employee handbook from time to time according to their sole discretion without notice.  If a more detailed explanation of any policy in this handbook is needed, employees should consult with their supervisor/manager.  
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