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1 INTRODUCTION 

The handbook is jointly for both employees of both The Company or Cocobisk 
Limited (as general partner of the GCD Partnership) and either are hereinafter 
called “the Company” 

1.1 Welcome 

As a new employee of The Company, you will receive a written Contract of Employment. 

The Contract Of Employment outlines the general Terms and Conditions of Employment 

and is a confidential document between you and The Company (hereinafter called “the 

Company”). Please read it carefully and sign it. This signifies your acceptance of the 

Terms and Conditions under which you are employed. You will be kept informed and 

notified in writing of any subsequent changes to your terms of employment. 

1.2 Purpose of this Handbook 

This Employee Handbook is designed to provide you with information about procedures and 

policies affecting your employment. The information contained in this Handbook applies to 

all our employees. Following the policies described in this Handbook is considered a 

condition of continued employment. The contents of this Handbook shall not constitute nor 

be construed as a promise of employment or as a contract between the Company and any of 

its employees. The Handbook is a summary of our policies, which are presented here only as 

a matter of information. You are responsible for reading, understanding, and complying with 

the provisions of this Handbook. Our objective is to provide you with a positive and safe 

work environment that is free from Discrimination and Harassment. This Handbook does not 

have contractual effect, except for part 3 which together with the contract of Employment 

constitutes your complete terms and conditions of employment. 

1.3 Company Background and Mission Statement. 

Management is committed to the long term development of the Company by meeting 

customer needs with quality services. We value all our employees and will endeavour to 

create a safe and positive working environment where all workers are treated with dignity and 

respect. Our management style is based on the need for flexibility of operations dictated by 

rapidly changing contracts, and markets. It is also based on our beliefs that our people are 

honest and trustworthy and should be treated with respect and confidence. 

1.4 Employment Records: 

Your Employment Record is very important. It contains all relevant information pertaining to 

your employment including address, telephone number, emergency contact details, 

educational attainments etc. It is most important that these records are kept up to date. Please 

notify the Company of any changes that might affect your employment record. 

1.5 Data Protection: 

The Company will hold and collect data in relation to you in your employment. This is for 



Page 6 of 28 
 

the purpose of administration and management and also in compliance with applicable laws 

and regulations. All data will be treated with the utmost confidentiality. 

 

 

2 COMPANY POLICIES AND PROCEDURES 

2.1 Disciplinary Procedures 

This disciplinary procedure is intended to be used in situations where an employee’s work or 

conduct at work is unsatisfactory. In many instances, disciplinary matters can be dealt with 

on an informal basis by the supervisor discussing the situation with the employee concerned 

and agreeing any necessary corrective action. Inevitably, there will be times when 

disciplinary matters need to be formalised. When such situations arise, it is of the utmost 

importance that the formal disciplinary procedure is followed. 

2.2 Purpose of the Procedure 

In order to provide for the wellbeing of staff, the Company requires a number of systems and 

procedures. A disciplinary procedure is essential to assist the Company to operate effectively 

and create a fair, efficient and caring working environment. The first aim of this procedure is 

to ensure consistency in the manner and circumstances in which disciplinary action will be 

taken. The second aim is to make clear the rights and responsibilities of the Company 

and employees when such action is being taken. The procedure will apply to all 

employees whether full-time or part-time, permanent or temporary, with the principle of 

ensuring fair treatment for all. 

2.3 Operation of the Procedure 

The work rules and standards of conduct at The Company are important, and the Company 

regards them seriously. All employees are urged to become familiar with these rules and 

standards. In addition, employees are expected to follow the rules and standards faithfully 

in doing their own jobs and conducting the Company’s business. Please note that any 

employee who deviates from these rules and standards will be subject to disciplinary 

action, up to and including dismissal. While not intended to list all the forms of behaviour 

that are considered unacceptable in the workplace, the following are examples of rule 

infractions or misconduct that may result in disciplinary action, including termination of 

employment. 

• Stealing from the organisation or a client; 

• Working under the influence of alcohol or illegal drugs. 

• Possession,  distribution,  sale,  transfer,  or  use  of  alcohol  or  illegal  drugs  in  the 

workplace. 

• Inflicting bodily injury on another person; 

• Boisterous or disruptive activity in the workplace; 

• Negligence or improper conduct leading to damage of company-owned or customer- 

owned property; 

• Insubordination or other disrespectful conduct; 

• Violation of Health & Safety regulations; 
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• Smoking in the workplace; 

• Words,  gestures  or  actions  contravening  the  principles  set  out  in  the  Equal Opportunities 

Policy and Bullying and Harassment Policy. 

• Excessive absenteeism without leave or reasonable excuse. 

• Failure to meet conditions governing hours of duty. 

• Using company equipment for purposes other than business. 

• Lack of cleanliness which fellow employees might reasonably consider to be 

• offensive; 

• Breach of confidence not amounting to gross misconduct; 

• Failing to perform duties to an acceptable standard where the duties are normally 

performed by that person or are known to be in the capacity of that person; and 

• Unsatisfactory performance or conduct. 

The above list is not exhaustive. 

2.4 Informal Procedure: 

When a disciplinary matter arises, the supervisor/manager will seek to establish the facts 

promptly before recollections fade, taking into account the statements of any available 

witnesses. After establishing the facts, the supervisor/manager may consider that there is no 

need to resort to the formal procedure and that it is sufficient to talk the matter over 

informally with the employee. 

2.5 Formal Procedure: 

As soon as a complaint or allegation of misconduct has been made against an employee, the 

supervisor/manager will initiate an investigation into this complaint to form an initial 

judgement on the facts of the case. The employee will be informed in writing of the nature of 

the complaint or allegation (with his/her representative) and any witnesses will be 

interviewed to gather any information pertaining to this. Following a fair and proper 

investigation, the manager/supervisor will make a decision as to whether disciplinary action 

is appropriate. In the event of a breach of the disciplinary rules constituting serious 

misconduct, the supervisor/manager may take the decision to suspend, with or without pay, 

during the initial period of the investigation. The completion of the investigation shall be 

followed by the reinstatement of the employee, if it is decided that no disciplinary action is 

required, or by arrangement of a disciplinary interview to consider the case. Following an 

initial investigation, it may transpire that due to certain circumstances, disciplinary action 

against an employee would be inappropriate. In such cases the supervisor/manager may need 

to provide support and guidance to enable them to improve without the need to invoke formal 

procedures. 

2.6 Disciplinary Interview: 

If it becomes clear that formal disciplinary action is appropriate, a disciplinary 

interview will be arranged in line with the following procedure. 

1. The employee will receive a formal letter requesting attendance at the disciplinary 

interview, clearly stating the nature of the complaint against him/her. The employee 
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will be given 5 working days notice of the interview and be offered the opportunity to 

have representation. 
 

2. The person conducting the interview shall explain to the employee (and their 

representative, if appropriate) the procedure for the interview, and that a decision on 

disciplinary action will be taken once all the facts have been presented. 

3. The nature of the complaint and any supporting evidence will then be outlined to the 

employee. Any witnesses or other members of staff will be interviewed independently 

to corroborate this information as appropriate. 

4. The employee concerned will then be allowed to state their case and where necessary, 

call in any other members of staff to the interview to substantiate this. The 

manager/supervisor may ask further questions of the employee or any other 

participant at the interview in order to arrive at the full facts. 

5. If, during these discussions, new facts emerge, the manager/supervisor may decide 

that further investigation is required and, if so, adjourn the interview and reconvene 

when such investigations have been completed. 

 
It is the responsibility of the person hearing the interview to decide the appropriate penalty. In 

deciding the appropriate action to be taken, the following will be taken into account. 

• The gravity of the offence. 

• The penalty applied in similar cases in the past. 

• The individual’s disciplinary record. 

• Any mitigating circumstances 

• Whether the proposed penalty is reasonable in all circumstances. 

 
The disciplinary interview will then be reconvened to: 

• Inform the employee of the decision and disciplinary penalty if any 

• Explain the employees right of appeal 

• In the case of a warning, explain what improvement is expected, how long it will last 

and what the consequences of failure to improve may be. 

 
This decision will be confirmed in writing. If an improved level of performance or conduct is 

expected over a particular timescale, the arrangements for monitoring and reviewing this will 

be made clear to the employee. Following a disciplinary interview and consideration of all 

the relevant facts, the following courses of action will be considered. Depending on the 

seriousness of the offence, action can be taken at any of these stages at an initial disciplinary 

hearing: 

2.6.1 No disciplinary action 

The manager/supervisor considers the complaints against the employee are false or unproven 

or of such a minor nature that no disciplinary action should be taken. All reference to the 

investigation will be removed from the employees’ file. The employee will receive a letter 

confirming that no action will be taken. 

2.6.2 Verbal warning 
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The manager/supervisor considers that, on account of the facts presented during the course of 

the investigation and disciplinary interview, the complaints against the employee are upheld 
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but the nature of this misconduct is of a sufficiently minor nature that a verbal warning is 

most appropriate. The employee will receive a plan for improving their work performance 

and/or conduct. All reference to the warning will be removed from the employee’s file after 6 

months, provided the employee’s conduct and performance have improved. 

2.6.3 Written Warning 

A written warning will be given if the employee’s performance or conduct remains 

unsatisfactory during the period set out in the verbal warning, or the misconduct or poor 

performance of which the employee is guilty is of a more serious nature. Such a warning will 

be confirmed in writing to the employee and will detail the complaints against the employee, 

the improvements required and the expected time scale. It will also indicate that further 

disciplinary action will be taken if the employee fails to improve his/her behaviour. The 

employee will be informed of his/her right of appeal. 

2.6.4 Final Written Warning 

A final written warning may be given to an employee who persists with conduct or 

performance for which they have previously been given a written warning or for conduct of a 

more serious nature regardless of whether previous warnings have been issued. A final 

written warning will be confirmed in writing to the employee and will detail the complaint 

and the improvements in conduct/performance required and if such improvement is not 

forthcoming, further disciplinary action, including dismissal, may take place. 

2.6.5 Dismissal 

If all previous warnings produce no improvement in an employee’s conduct/performance, the 

decision to dismiss the employee may be taken. Following a disciplinary interview at which a 

decision to dismiss an employee has been taken, a letter confirming the reasons for dismissal 

and the effective date of the dismissal will be sent. Employees may receive either notice in 

accordance with their contract of employment or, if more appropriate, payment in lieu of 

notice. Where a disciplinary hearing finds that an employee has committed an act of gross 

misconduct he/she may be dismissed without notice. 

2.7 Grievance/Disputes Procedure: 

Grievances will occur in the normal course of interaction in any organisation or workplace. It 

is accepted that failure to provide a procedure to deal adequately with these grievances, as 

they arise, will inevitably lead to disputes affecting not only the aggrieved party but all those 

employed in the organisation/workplace. It is the Company’s intention to settle amicably, at 

all times, any disagreements between it and individual employees or groups of employees, or 

between employees themselves. All grievances will be dealt without undue delay and at the 

earliest possible stage of this procedure. A senior member of management will ensure that all 

grievances will be dealt with consistently and fairly having regard to: 

• Company Policy 

• Custom and Practice within the Company 
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2.7.1   Stage 1. 

You should first raise the matter with your Supervisor/Manager who will make every effort to 

solve the problem as quickly as possible. The matter will be discussed informally by the 

employee or employees concerned, with their immediate 

supervisor and agree any corrective actions. 

 

2.7.2  Stage 2. 

If you feel the problem has not been solved within a reasonable time of if you feel the 

solution is unsatisfactory, the matter will be referred to senior management. A meeting will 

take place within seven working days. 

 
 

2.8 Bullying & Harassment Policy and Procedure 

2.8.1 Purpose: 

The Company is committed to providing all of its employees with a work environment free 

from bullying/harassment and sexual harassment. The aim of this policy is outline what 

constitutes bullying and harassment and what action the Company will take in dealing with an 

offence of this nature. 

2.8.2 Scope: 

This policy is applicable to all employees (temporary and permanent) both in the workplace 

and at associated events such as meetings, conferences, and Company functions whether on 

or off site. It also applies to contractors, customers and other business contacts with which 

employees might reasonably expect to come into contact within the course of their 

employment. 

2.8.3 Policy 

The Company acknowledges the right of all employees to be treated with fairness, dignity and 

respect and to a work environment free from bullying and harassment. Every employee has 

an obligation to be aware of the effects their behaviour has on others. Any instances of 

bullying/harassment will be dealt with in an effective and efficient manner. Cases where the 

behaviour is proved to be repeated and consistent causing unnecessary stress and anxiety will 

be considered as gross misconduct and will be subject to disciplinary procedures up to and 

including dismissal. It is imperative that all employees respect the dignity of every colleague 

and be conscious of behaviour which may cause offence. 

2.8.4 Definition: 

Bullying/Harassment are defined as any form of repeated, unwelcome and unacceptable 

conduct that can be regarded as offensive, humiliating or intimidation. An individual can be 

harassed on grounds of race, religious belief, national ethnic origin, gender, sexual 

orientation, age, marital status, disability or membership of the traveller community. The 

Harassment can include conduct offensive to a reasonable person e.g. oral or written slurs, 

physical contact, gestures, jokes, displaying pictures, flags/emblems, graffiti or other material 

which state or imply prejudicial attitudes which are offensive to fellow employees. 
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Other examples of bullying behaviour include: 
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• Personal insults and name calling. 

• Persistent unjustified criticism and sarcasm. 

• Public or private humiliation 

• Shouting at employees in public and/or private sneering. 

• Instantaneous rage, often over trivial issues. 

• Unfair delegation of duties and responsibilities. 

• Setting impossible deadlines. 

• Unnecessary work interference. 

• Making it difficult for employees to have access to necessary information. 

• Aggression 

• Not giving credit for work contribution 

• Continuously refusing reasonable requests without good reason. 

• Intimidation and threats in general. 

• Sexual Harassment can be defined as conduct towards another person that is sexual in 

nature or has a sexual dimension and is unwelcome to the recipient. 

 
Examples of this type of Harassment include: 

• Sexual Gestures 

• Displaying sexually suggestive objects, pictures, calendars or sending suggestive or 

pornographic correspondence(including e-mail) 

• Unwelcome sexual comments or jokes 

• Unwelcome physical contact such as pinching, unnecessary touching etc. 

The above examples are not exhaustive and only serve as a guideline to employees. Each case 

will be taken in isolation and dealt with in the appropriate manner. 

 

2.8.5 COMPLAINTS PROCEDURE 

This policy adopts a two tiered approach (the informal and formal procedures) 

to dealing with issues of Bullying and Harassment in the workplace. 

 
2.8.5.1 Informal Procedure: 

It is often preferable for all concerned that complaints of bullying/harassment are dealt with 

informally whenever possible. This approach is likely to produce solutions, which are speedy, 

effective and minimise embarrassment and the risk of breaching confidentiality. Thus, in the 

first instance a person who believes he/she is the subject of harassment/bullying should ask 

the person responsible to stop the offensive behaviour. The person responsible should also be 

informed of the Company’s bullying/harassment policy and advised that a further occurrence 

of this nature will result in a formal complaint. In instance where a person is unsure whether 

the behaviour constitutes a form of bullying/harassment, he/she should discuss this with a 

supervisor or manager. It is recognised that it may not always be practical to use the informal 

procedure particularly where the bullying/harassment is of a serious nature or where the 

person(s) concerned are at different levels in the Company. In such instances, the employee 

should use the formal procedure. 
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2.8.5.2 Formal Procedure: 

Where a formal complaint is being made, the employee should contact his/her 

supervisor/manager as soon as possible. An employee making a complaint will be required to 

put his/her allegation in writing. In the interests of natural justice, the alleged harasser will be 

made aware of the nature of the complaint, his or her right to representation and will be given 

every opportunity to rebut the allegations made. While it is desirable to maintain utmost 

confidentiality, once an investigation begins it may be necessary to interview other 

employees. If so, the importance of confidentiality will be stressed to them and any 

statements taken will be circulated to both the complainant and the alleged harasser for their 

comments before any conclusion is reached in the investigation. When the investigation has 

been completed both parties will be informed as to whether or not the complaint has been 

upheld. All complaints will be treated seriously, confidentially and dealt with as soon as is 

practicable. Strict confidentiality and proper discretion will be maintained as far as is possible 

to safeguard both parties from innuendo and harmful gossip. A record of all relevant 

discussions which take place during the course of the investigation will be retained on file. 

2.8.5.3 ACTION POST-INVESTIGATION 

Where a complaint is upheld, a disciplinary hearing will take place in line with 

the Company’s disciplinary policy. Should a case of bullying/harassment be proven then the 

Company will take appropriate disciplinary action up to and including dismissal. Records 

of any warnings for bullying/harassment will remain on an employee’s file and will be 

used if any further allegations of a similar nature occur in the future. Regular checks will be 

made by the person responsible for investigating the complaint to ensure that the 

bullying/harassment have stopped and that there is no victimisation. Retaliation of any kind 

against an employee for complaining ago taking part in an investigation concerning 

bullying/harassment is a serious disciplinary offence. In cases where it is established 

that a person made a false allegation against an employee, then he/she will face serious 

misconduct charges resulting in an immediate disciplinary hearing. 

2.9 Health & Safety Policy 

Safety is everyone's job at The Company. The Company provides a clean, hazard free, 

healthy, safe environment in which to work in accordance with the Occupational Safety and 

Health Act of 1970. As an employee, you are expected to take an active part in 

maintaining this environment. You should observe all posted safety rules, adhere to all 

safety instructions provided by your supervisor and use safety equipment where 

required. Your workspace should be kept neat, clean and orderly. 

 
It is your responsibility to know the location of all safety and emergency equipment, as well 

as the appropriate safety contact phone numbers. A copy of the Emergency Procedures will 

be posted in each work area. 

 
All safety equipment will be provided by The Company. Employees will be responsible 

for reasonable upkeep of this equipment. Any problems with or defects in, equipment 

should be reported immediately to your supervisor. 
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As an employee, you have a duty to comply with the safety rules of The Company, to 

assist in maintaining a hazard-free environment, to report any accidents or injuries, and to 

report any unsafe equipment, working condition, process or procedure, immediately to a 

supervisor. 

 
Employees may report safety violations or injuries anonymously to the Safety Committee, if 

they are not the injured or violating party. No employee will be punished or reprimanded for 

reporting safety violations or hazards. However, any deliberate or ongoing safety violation, or 

creation of hazard, by an employee will be dealt with through disciplinary action by The 

Company, up to and including termination. 

 
All work related accidents are covered by Worker's Compensation Insurance pursuant to the 

laws of the states in which we operate. 

2.10 Equality Policy. 

2.10.1 Introduction: 

The Company is an Equal Opportunities Employer. As such it is committed to Equality of 

Opportunity for existing and potential employees. The purpose of this Equal Opportunity / 

Diversity Policy is to create a workplace which provides for Equal Opportunities for all staff 

and potential staff and where their dignity is protected and respected at all times. All persons 

regardless of Gender, Marital status, Family status, Race, Religious beliefs, Sexual 

Orientation, Disability, Age or Member of the Travelling Community will be provided with 

equality of access to employment and also encouraged and assisted to achieve their full 

potential. We will continue to foster a genuine culture of Equality. 

2.10.2 Objectives: 

The aim of the policy in terms of employment is to ensure that no job applicant or employee 

receives less favourable treatment on any grounds which cannot be shown to be justified. 

This applies to Recruitment and Selection, Training, Promotion, Pay and Employee Benefits, 

Employee Grievances and Discipline Procedures and all Terms and Conditions of 

Employment. 

2.10.3 Responsibilities: 

The responsibility for ensuring the provision of Equality of Opportunity rests primarily with 

The Company as an employer. Managers and Supervisors have particular responsibility to 

engender respect for difference and to accommodate Diversity where appropriate. All 

staff have an important role to play in ensuring Equality of Opportunity throughout the 

organisation. It is also recognised that individual employees on behalf of The Company have 

responsibilities in law and are: 

a) Required to co-operate with any measures introduced by the Company to promote 

Equal Opportunities. 

b) Must  not  themselves,  either  directly or  indirectly,  discriminate  against  fellow 

employees or harass or intimidate them in any way. 
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2.10.4 Structures: 

The Company is committed to resourcing an Equality Officer who is responsible for ensuring 

that appropriate arrangements are in place for effective implementation, monitoring and 

review of the policy. This policy will be communicated at every level within the organisation 

in a range of formats through various media. We will undertake an Equality review and 

prepare an action plan on foot of this and maintain a monitoring system. 

2.10.5 Recruitment and Selection: 

The Company will select those suitable for employment solely on the basis of merit. Job 

advertisements, application forms and publicity material will encourage applications from all 

suitable candidates and will not discriminate intentionally or unintentionally against any 

group or individual on any unjustifiable grounds. The objective is to target the widest 

possible pool of potential applicants and to ensure that all candidates have Equality of access 

to all job vacancies. We will seek to ensure a creative approach to our advertising that affirms 

Diversity and attracts the widest pool of candidates. Where possible and practicable efforts 

will be made to ensure that interview panels come from diverse backgrounds. We will ensure 

that interviewers are trained to conduct interviews in a non-discriminatory way and that 

questions will relate to the requirements of the job. Relevant questions will be asked of all 

candidates and evaluated in the same way and interviewers will be careful not to ask 

questions which might be taken as discriminatory. Selection will be on merit and those who 

are successful shall demonstrate their suitability for employment according to pre-determined 

job-related selection criteria which will be consistently applied throughout the recruitment 

process. Equality of Opportunity will also include accommodating where possible the special 

needs of individuals to facilitate their participation in the Recruitment & Selection process. 

2.10.6 Career Development and Training: 

Opportunities for Career Development and Training will be open to all and will not 

discriminate directly or indirectly on any of the grounds outlined in the 1998 Act. All 

employees will be provided with every opportunity to acquire the range of Training, Skills 

and experience necessary for their career development. Opportunities for training will be 

based on the requirements of the job and career development will be based on people’s 

abilities and merit. The Company is committed to a relevant training and career development 

policy for all staff irrespective of background. 

2.10.7 Promotion: 

All categories of staff will be encouraged to prepare, plan and consider themselves for 

promotion. All eligible employees will be made aware of promotional opportunities and 

encouraged to compete. Conditions governing access to promotion competitions will not 

discriminate, directly or indirectly, on any of the nine grounds. Unnecessary barriers to 

promotion will be removed and employees facilitated to compete by all means possible. 

Promotion and Re-grading will be decided on objective criteria to the requirements of the job 

and will not be influenced by any of the nine grounds. 

2.10.8 Complaints and Redress: 

All complaints from employees in relation to Employment Equality or alleged discrimination 
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will be handled in accordance with grievance procedures. Any person who wishes to raise 
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issues concerning alleged discrimination or unfairness should do so in the first instance by 

contacting the Equality Officer. We are committed to ensuring that all issues concerning 

alleged breaches of this policy will be dealt with seriously, promptly and with appropriate 

regard for confidentiality. 

2.10.9 Harassment and Bullying: 

The Company is commitment to providing a safe and secure working environment that is 

free of harassment (including sexual harassment) and bullying and within which all members 

of staff will be treated with dignity and respect. All employees have an obligation to 

prevent and eliminate Bullying & Harassment. A specific Bullying and Harassment Policy 

and Procedure are in place. 

2.10.10 Review and Monitoring: 

Progress in the areas of Equal Opportunities and Diversity will be gauged through the 

continuous monitoring of the implementation of the Equal Opportunities/Diversity strategy. 

All aspects of this Equality Policy will be monitored and reviewed by the Equality Officer. 

2.11 Tobacco Policy 

Since 29th March, 2004 the Irish government has implemented a ban on smoking in the 

workplace. This ban was introduced as part of the public health (tobacco) Act, 2002 (Section 

47) Regulations 2003. The purpose of this ban is to offer protection to employees and the 

public who are exposed to the harmful and toxic effects of tobacco smoke in the workplace. 

The Company is obliged to protect the health of staff, customers and visitors to their 

premises. Any person found guilty of breaching the ban may be subject to a fine of €3,000. 

Breaches of the smoking regulations will be dealt with under the Company disciplinary 

procedure. Employees are only entitled to time off for breaks as set down in section 12 

of the Organisation of Working Time Act, 1997. The Company does not provide additional 

time for smoking breaks for employees. 

2.12 Overtime Policy 

At this point in time The Company has no overtime policy. If overtime work is requested by 

management it can only be in agreement in advance with employees. There is no defined fee 

for overtime work and employees are expected to complete it without additional payment 

unless otherwise agreed with management. 



Page 19 of 28 
 

 

 

3 TERMS AND CONDITIONS 

if any conflict exists between the Employment contract the these terms the terms set out in 

the Employment Contract will prevail. 
 

3.1 Hours of Work 

The Company will use appropriate means to record attendance. Employees should be at their 

place of work, ready to start work at normal starting time. The Company attaches great 

importance to punctuality. Disciplinary action will be taken against late comers. 

3.2 Lunch Periods and Breaks 

There is one 1 hour lunch break per day for full time employees (those working 

09:00 to 17:30) 5 days per week. Typically the lunch break should be taken 

between 1pm and 2pm to ensure no business interruption. 

 

3.3 Absence 

Employees absent from work without prior permission must notify the Company within 2 

hours of their scheduled starting time. All absences other than certified illness, 

compassionate, annual or written leave-of-absence approved by management, will be subject 

to disciplinary action in accordance with the procedures outlined. An employee absent 

through illness or injury for more than three consecutive working days must provide a 

doctor’s certificate not later than the third day of absence. This certificate must cover the 

period of illness and contain a declaration as to when the employee will be fit to resume 

normal duties. In the case of prolonged illness or injury, or a series of intermittent illnesses, 

the Company reserves the right to have the employee examined by a doctor of its choice. 

3.4 Hygiene 

The highest standards of hygiene must be maintained at all times. All employees must 

comply with company requirements with regard to hygiene standards. 

3.5 Alcohol & Drugs 

The Company is committed to providing a safe and productive workplace for its employees. 

In keeping with this commitment, the following rules regarding alcohol and drugs of abuse 

have been established for all staff members, regardless of rank or position. The rules apply 

during working hours to all employees of the Company while they are on Company premises 

or elsewhere on Company business. The manufacture, distribution, possession, sale, or 

purchase of controlled substances of abuse on Company property is prohibited. Being under 

the influence of illegal drugs, alcohol, or substances of abuse on Company property is 

prohibited. Working while under the influence of prescription drugs that impair performance 

is prohibited. In implementing this policy, the Company reserves the right to random drug 

tests. 

3.6 E-Mail, Internet, Social Media Policy 

Work computers, browser history and email accounts are monitored. Employees should not 

have an expectation of privacy when using a work computer. Work emails and work 
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computers files are backed up and are the property of the Company.   

 

Employees should only use the Internet for work purposes during work hours. If personal use 

is required, it should be used during lunch hour or during breaks. Personal email accounts or 

internet accessed on company time using company equipment/computers and internet access 

are not confidential and are similar monitored. 

 

Email Policy 

Electronic mail enables the Company to communicate promptly and efficiently with 

customers and suppliers. While e-mail brings many benefits to the Company in terms of its 

communications, it also brings risks to the Company. For this reason, it is necessary for the 

Company to set down specific rules for the use of e-mail and internet within the Company.  

Every employee has a responsibility to maintain the Company’s image, to use electronic 

resources in a productive manner and to avoid placing the Company at risk of legal liability 

based on their use. E-mail is not to be used for private purposes and should not be used for 

any purpose other than company business. The Company has access to the internet which 

enables staff to obtain information specific to their role within the Company.  

 

An email request for payment or bank related information should be treated as suspect 

and be followed up with validation by a phone call to known and proven contact details 

to validate the payment request. Employees should be aware of fraud whereby users 

email accounts are taken control of and requests for payment sent. Therefore phone 

validation is always required for new payments. 

 

Viruses/Forbidden Sites/Spam 

Employees should be wary of opening emails or attachments to emails. Attachments to emails 

should not be opened unless they are from an expected source. Employees should not open 

files that they did not expect or from a sender they do now know, no matter how legitimate 

they appear. 

Employees should only use work related internet sites for work and should never attempt to 

install software to their work PC. 

Employees should notify management immediately of any suspect emails/downloads or 

activity which they suspect may be a virus. 

 

Internet Policy  

Employees requiring access to the internet will need the approval of management. Internet 

connections are intended to support company business or the professional development 

of employees. General internet access will only be provided with the permission of 

management.  
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Social Media Policy 

Everyone has personal preferences about social media. Some people choose to use it 

frequently, others choose to have accounts for private messaging only. Personal profiles are 

in fact, personal, however the following best practice guidelines should be adhered to, in 

order to protect your own personal reputation and that of the Company. Social media is a 

fundamental way in which we communicate 

• Social media is about connecting, conversing, helping others and sharing. 

• Social  media  is  a  valuable  resource  to  learn,  be  entertained,  conduct  research,  

promote news and events and also to contribute to topical conversations. 

• Social  media  is  more  than  just  Facebook,  Twitter,  YouTube  and  LinkedIn. It  

includes  blogs,  online  forums  and  any  other  Internet-based  tools  for  sharing  

and  discussing  information such as blogs and messaging apps WhatsApp, Instagram 

and Snapchat.  

• Social media content is indexed in search engines, which means that the content you 

post on public networks is traceable on Google for example.  

• Social   media   is   a   resource   for   news,   but   you   should   fact-check   any   

news   or   information that you are sharing. Fake news is a growing trend on social 

media 

 

REMEMBER: Data protection laws  protect the Company  where  the  employees’  use  of  

social networking sites  causes damage  to  the  that  organisation’s  reputation,   or leads  to  

the release of confidential information. 

 

Social media etiquette   

• Respect  others’   views  and  opinions.  It  is  understandable  that  you  may  not  

always agree with opinions online, however, do not engage in a public disagreement. 

• Try to add value to what others are doing and saying with your knowledge and 

insights. Remember you are the customer-facing voice of the your employeer, 

• Act professionally at all times.   

• Be quick to correct your own mistakes and admit when you are wrong. 

• Do not use ethnic or religious slurs, insults or obscenities. 

• Do not engage in conduct that would be viewed as unacceptable online.  

• Be considerate of others’ privacy and topics that could be considered personal, such 

as religion or politics. 

• Do not engage with trolls whose aim is to engage you in negative conversation. 

• Share information that you know to be true, be careful of fake news and sharing mis-

information.  

• Do not share information about friends or colleagues without their prior consent. 
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• Remarks made in the name of your employer about individuals, organisations or 

groups which are of an offensive, derogatory or threatening nature on social media 

may result in disciplinary, legal or criminal action being taken.  

• Speak in the first person, remembering that you are publishing content in your own 

name and not that of your employer i.e. I not we REMEMBER: You are legally liable 

for anything you publish on your own social networks.Linking your employer to your 

personal social networks If you refer to your employer in your social media 

biography, you should be mindful that you are publicly connecting yourself to your 

place of work.  

• Confidential   and   proprietary   information   relating   to   your   work   should   not   

be   published online, either on public or in private messaging apps. 

• Having  an  opinion  on  topics  in  the  public  domain  relating  to your employer  is  

acceptable,  but be mindful that any opinions or comments should be based on fact. 

• Be mindful that your opinions will be monitored by the media who use social media 

as a research tool. If you are not an official spokesperson for your employer then you 

should refrain from expressing professional views in the public domain.   

 

If you are using social media in a professional capacity, please adhere to the following best 

practice guidelines. Public Engagement Social media is about having two-way conversations, 

so engaging with others online is a natural practice. When engaging with members of the 

public on social media whether in a personal or a professional capacity, please adhere to the 

following best practice. 5  

• Ensure the person you are engaging with is a real person and not a bot. A bot is an 

automated account, usually on Twitter, which pushes out hundreds of Tweets without 

any personal information being shared.  

• Always read the biography or ‘about’ section of a person you are engaging with on 

social media. 

• Review their last 5-10 status updates or Tweets to get a sense of their opinions and 

views to see if you have shared interests.  

• If you are experiencing trolling or offensive, aggressive or threatening behavior, 

simply screenshot the posts as evidence, block the person/s on the social network and 

report them to the social network.   

• If a colleague is subjecting you to cyber bullying, report the matter to HR along with 

screenshots of the offensive posts/comments.  REMEMBER: How to spot a bot  

a) Activity: Does the account Tweet hundreds of times per day or per week? 

b) Anonymity: Does the account lack personal information or any identifying 

information? 

c) Amplification: Does the account mainly re-share content from other accounts and 

not original content? 
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3.7 Confidentiality 

Employees will be required not to divulge secrets or any information, which is regarded as 

confidential by the Company or any associated companies or their business during or after 

your employment, except in the proper course of your employment or as required by law. 

You may not remove any documents or things belonging to the Company or which contain 

any confidential information from the Company’s premises at any time without proper 

advance authorisation. You must return to the Company upon request and, in any event, upon 

the termination of your employment, all documents and things belonging to the Company or 

which contain or refer to any confidential information and which are in your possession or 

under your control. 

3.8 Resignation and Termination 

An employee may terminate his/her employment by giving notice as per the terms and 

conditions outlined in the contract of employment. The Company reserves the right to pay the 

appropriate payment in lieu of notice and may require the employee not to work the notice 

period. The minimum period of notice to be given to an employee depends on the length of 

the employee’s computable service. Notice to an employee will be in accordance with the 

minimum notice and terms of employment acts 1973 to 2001 as follows. 

 
Length of Service Notice Period 

13 Weeks To Less Than 2 Years 1 Week 

2 Years To Less Than 5 Years 2 Weeks 

5 Years To Less Than 10 Years 4 Weeks 

10 Years To Less than 15 Years 6 Weeks 

More Than 15 Years 8 Weeks 

 
 

3.9 Lay-Off/Short-Time 

While it is the Company’s intention to provide continuity of employment, there may be 

circumstances outside the Company’s control which necessitates short time working or lay- 

off. Should the need arise to put staff on short time or lay them off, the Company will give 

as much notice as is reasonable in the circumstances. Employees will only be paid for 

actual hours worked during such periods. 
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4 LEAVE AND BENEFITS 

4.1 Annual Leave: 

Annual leave will be as per the Organisation of Working Time Act 1997. The Company has 

the discretion to nominate up to 5 working days in each calendar year, upon which employees 

will be required to take a day’s holiday. Generally these nominated days fall during the 

Christmas shut down period. The Company also has the discretion to nominate operational 

shut down periods during which you may be required to take annual leave. Employees will be 

given reasonable notice of any shut down periods. The nominated days are normally set by 

the Company at the beginning of the calendar year. Holidays must be taken in the calendar 

year in which they are due. At management’s discretion, an employee may be allowed to 

carry over days into the following calendar year. Employees are also entitled to nine public 

holidays per year. These days are 

as follows: 

1. New Years Day 

2. St Patrick’s Day 

3. Easter Monday 

4. May Bank Holiday 

5. June Bank Holiday 

6. August Bank Holiday 

7. October Bank Holiday 

8. Christmas Day 

9. St. Stephens Day 

Scheduled holidays are agreed between management and employee, subject to the business 

needs of the Company. 

4.2 Compassionate Leave 

Compassionate leave days are at the discretion of the Company. In all cases of personal 

tragedy, please inform management who will help arrange your absence from work. You are 

allowed up to three days to attend to personal affairs following the death of an immediate 

family member. An immediate family member is defined as Mother, Father, Brother, Sister, 

Spouse Child. 

4.3 Maternity Leave 

Arrangements for maternity leave will be in accordance with the provisions of 

the Maternity Protection Acts 1994 & 2004. As a pregnant employee you are entitled to 26 

weeks maternity leave around the time of birth of the child and an additional unpaid leave 

period up to a maximum of 16 weeks, following consultation with you and management. It is 

important that, of the 26 weeks, at least 2 weeks should be taken before the end of the week 

in which the baby is due, and 4 weeks after that date. The remaining 20 weeks may be taken 

before or after the birth. You must give the Company at least 4 weeks notice in writing of 

your intention to take maternity leave combined with a medical certificate confirming the 
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expected week of the birth of the baby. If you wish to take additional maternity leave, this 

must be confirmed in writing 4 weeks before the end of the maternity leave period. When 

returning to work you should give 4 weeks notice of your intended return to work date. You 

are entitled to paid time off for medical or related ante-natal and postnatal care. Please give 

management 2 weeks notice of such appointments. Medical evidence of these appointments 

may be requested. During maternity leave, your rights such as annual leave are preserved and 

continue to accrue as if you were not absent from work. While on maternity leave an 

Employee will normally be entitled to Maternity pay from the department of Social and 

Family Affairs for the 26 weeks maternity leave, depending on meeting certain PRSI 

eligibility criteria. Social welfare benefits are not payable during the optional additional 16 

weeks maternity leave. You should apply at least 10 weeks prior to the expected birth of the 

child. An employee, who is pregnant, has recently given birth or who is breastfeeding, will 

not be placed in any job that is a risk to her Health & Safety or that of her child. If such a risk 

exists the Company will remove the risk, re-assign the employee or place her on Health 

&Safety leave. There are two Breastfeeding Arrangements in place. Option 1 allows an 

Employee who is breastfeeding to reduce her hours by 1 hour per day for the purposes of 

breastfeeding other than in the workplace. Option 2 allows an Employee who is 

breastfeeding, to work breaks equivalent to 1 hour per day for the purposes of breastfeeding 

in the workplace. The Company reserves the right to refuse payment for time-off to 

Employees where there is an abuse of this procedure, and any such abuses will be dealt with 

under the Disciplinary Procedure. 

4.4 Paternity Leave 
 

Paternity leave gives 2 weeks off work for new parents other than the mother of the 

child. You can start the leave any time in the first 6 months after the birth or 

adoption. The Paternity Leave and Benefit Act 2016 provides for statutory paternity 

leave of 2 weeks from employment or self-employment. There is no entitlement to 

pay during Paternity leave. 

4.5 Parental Leave 

Parental Leave provides for unpaid leave from work for parents to look after their young 

children to a maximum age of 8 years. All employees who have completed one year’s 

continuous service on the date the parental leave is due to commence are entitled to 14 weeks 

unpaid Parental Leave. An employee must give written notice to the Company of their 

intention to take Parental Leave, not later than 6 weeks before the commencement of the 

leave. Employees may be required to provide evidence of his or her entitlement to parental 

leave. Once notification of the intention to take Parental Leave has been made, a confirmation 

document must be prepared which must include: 

• The date on which the leave will commence 

• The duration of the leave 

• The manner in which the leave will be taken 

• The signatures of employer and employee. 
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Management may decide to postpone the parental leave, for up to 6 months, if satisfied that 

granting the leave would have a substantial adverse effect on the operation of the business. 

Parental Leave may be terminated if there are reasonable grounds to believe that it is being 

used for a purpose other than taking care of the child concerned. 
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4.6 Force Majeure Leave 

Employees may avail of Force Majeure Leave with pay for unplanned, extreme and urgent 

family reasons, where an immediate family member suffers an illness or injury and the 

employee’s immediate presence with the injured party is absolutely indispensable. Force 

Majeure Leave is to a maximum of 3 days in a consecutive 12-month period and a maximum 

of 5 days in a 36 month period. Absence for part of a day is counted as one day of Force 

Majeure Leave. Family members are defined as: 

1. Child/Adoptive Child 

2. Spouse or Partner (only where partner is living with employee) 

3. Brother/Sister 

4. Parent/Grandparent. 

Force Majeure Leave will only apply in cases where the employee’s personal presence is 

indispensable. If an alternative person (other family member, friend, babysitter) can be found 

to deal with the situation then this will not apply. 

4.7 Carer’s Leave 

Carer’s leave will be granted in accordance with the terms and provisions of the Carer’s 

Leave Act 2001. Relevant Person: A care recipient will be considered a “Relevant person” if 

they need continual supervision and frequent assistance throughout the day in connection 

with normal bodily functions or need continual supervision in order to avoid danger to 

themselves or others. 

 
Employees will be considered eligible to apply for Carer’s leave if: 

1) They have completed 12 months continuous employment with the Company. 

2) The person they wish to look after is considered a “Relevant Person” 

3) The Employee will be providing full time care to the relevant person. 

4) The Employee has provided the Company with a decision from a deciding 

officer from the department of Social, Community and Family Affairs. 

 
The department of Social, Community and Family Affairs will be responsible for ascertaining 

the validity of applications to avail of Carer’s Leave. Leave will be taken in either one 

continuous period of 104 weeks, or one or more periods, the total of which amounts to more 

than 104 weeks. An Employee who proposes to avail of Carer’s Leave must give written 

notice that they will be taking leave not later than six weeks before the date they are due to 

leave. This notice must include: 

• The proposal to take Carer’s leave. 

• The date when Leave will commence. 

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

• Confirmation that an application has been made to the department of Social, 

Community and Family Affairs that the person to be cared for is a “Relevant Person”. 

An Employee while on Carer’s Leave will be regarded as still being in Employment and none 

of their rights relating to employment will be affected. 
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4.8 Adoptive Leave: 

The Company is committed to providing employees with the necessary support and leave to 

adoptive employees. Unpaid Adoptive Leave of 24 weeks is available to adoptive mothers 

and sole male adopters. The Social Welfare provides the payment of an adoptive leave 

allowance for employees taking statutory adoptive leave. In addition to the minimum period 

of adoptive leave, an employee may elect to take up to 16 weeks additional adoptive leave. 

During this period there is no entitlement to social welfare adoptive leave benefit.  An 

adopting mother or sole male adopter must notify the Company in writing of their intention to 

take Adoptive leave no later than 4 weeks of the expected date of placement, if you feel you 

can offer the date sooner, please do so. If you wish to take the additional adoptive leave of 16 

weeks, you must inform the Company no later than 4 weeks before your expected return to 

work date. During Adoptive Leave, your rights such as annual leave are preserved and 

continue to accrue as if you were not absent from work. 

4.9 Jury Duty: 

In circumstances where an employee serves on a jury, the Company will grant leave in 

accordance with the Jury’s Act 1976. Employees are required to attend work before and after 

each court session and submit written evidence to the Company of involvement in Jury duty. 

4.10 Pension Policy and Plans 

The Company operates a Pension Scheme for all employees. It is a condition of employment 

that all employees have access to this plan. 

4.11 Training and Professional Development 

Training and Development is a management responsibility and is an ongoing process aimed 

at fulfilling organisational needs and individual growth. The Company intends to ensure that 

all employees appointed to a job are correctly selected, inducted and trained. Employees are 

obliged to co-operate fully with company training programmes. Company Policy endeavours 

to provide career opportunities for employees whenever possible and to encourage employees 

who wish to progress. Promotion will be at the discretion of management and will be based 

and suitability for the position to be filled. Where possible the Company will make every 

effort to facilitate any employee who wishes to participate in further education and training 

opportunities to enhance their skills, career development and occupational mobility. 


