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3. Human Resources

Introducti on

This secti on off ers informati on and advice about the most common area of Human Resources - employment 
law. Included with this are notes on having an employee handbook. The download materials in this chapter 
include a number of example job descripti ons to help you design your next adverti sement along with an
umber of sample contract and lett ers that are to be sent to successful and non-successful candidates.

3.1 Employee Handbook

Unless you are a sole practi ti oner with absolutely no employees or freelance assistant, you need an em-
ployee handbook. A writt en employee handbook communicates your Organisati ons employment policies and 
procedures clearly and eff ecti vely. It also helps to ensure that all procedures comply with employment law. 
The contents of an employee handbook should address every major aspect of employment with the organisa-
ti on. It is designed to explain the organisati on’s rules, policies, procedures and benefi ts. Ideally, your hand-
book should be more than a compilati on of rules and regulati ons that your employees must live by in the 
workplace. It should also contain informati on on the organisati on’s background, its mission statement and its 
corporate goals and values.

Primary Reasons every Organisati on should have an Employee Handbook

They will help you and your managerial staff  save ti me. Formal policies help cut down on answering the • 
same questi ons over and over again
It is a way to document expectati ons and obligati ons of management and staff • 
Writt en policies create uniformity and help prevent disputes• 
Spending ti me thinking about the messages you want the employees to have regarding your business, • 
and distributi ng those messages can improve leadership, and help keep the business on track with its 
mission
Writt en policies, consistently enforced, can help avoid legal disputes later on down the road• 
A handbook or other writt en policies are also a good way to communicate informati on the business is • 
legally obligated to provide anyway.

A template of an Employee Handbook is set out below. The specimen documents outlined in this secti on will 
need to be adapted in accordance with the requirements of each individual organisati on. We recommend 
that organisati ons consult widely with employees in the creati on of their own unique handbook which is why 
the specimen document watermark has been inserted.

Template source: www.erb.ie (Employer Resource Bureau for the Community Sector)

The Role of the Secretary

A Secretary usually has numerous roles to play in the running of an NGB. They include the following:

Arranging meeti ngs• 
Minutes of meeti ngs• 
Correspondence• 



NGB SUPPORT KIT - Chapter Three HUMAN RESOURCES

66

Arranging Meeti ngs: The Secretary should plan the meeti ng with the Chairperson. The fi rst task is to draw up 
an agenda, checking the minutes of the previous meeti ng to see if there are issues that need to be reviewed. 
Every person in the organisati on can ask for an item to be added to the agenda. Once the agenda is set and is 
distributed to the members, the Secretary will need to perform other duti es such as book a room, get equip-
ment, organise child care or transport.

Minutes of Meeti ngs: Minutes are a record of what happens at a meeti ng. Minutes show what was decided, 
why it was decided, what was discussed and what acti ons are to be taken (by whom and when). It is very 
important that if the Secretary does not understand the discussion, they should seek clarifi cati on in order to 
allow the minutes to be clear. During the meeti ng, the Secretary will take rough notes on what transpired and 
will then formally write them up aft er the meeti ng. If between the end of the meeti ng and the writi ng up of 
the minutes, a situati on in the minutes has changed, the minutes must not be changed. They must always 
refl ect exactly what was said at the meeti ng.

Correspondence: The Secretary usually receives correspondence for the organisati on. This could be in the 
form or lett ers, phone calls, e-mails or any other communicati on from outside agencies or individuals. The 
Secretary should respond to this correspondence and then fi le it away in an orderly place for safe keeping and 
record.

The Role of the Chairperson

The role of the Chairperson involves two parti cular areas of the NGB:

Facilitati ng Committ ee Meeti ngs• 
Leading the Organisati on• 

Facilitati ng Committ ee Meeti ngs: The Chairperson is responsible for the planning and running of committ ee 
meeti ngs as well as encouraging the full parti cipati on of other committ ee members. They must have good 
knowledge of the format of the meeti ng and good interpersonal skills.

Leading the Organisati on: Leading involves having an overall view of the work, acti ng as a spokesperson, 
making emergency decision between meeti ngs, supporti ng all members of the organisati on in their roles, 
representi ng the organisati on externally and guiding the organisati on’s functi ons according to their strategy/
policy. It is essenti al that the Chairperson knows and understands the group’s consti tuti on, it’s aims and ob-
jecti ves, it’s fi nancial situati on and any current issues.

The Role of the Treasurer

The role of the treasurer can be broken down into fi ve areas:

General Financial Management• 
Funding - Fundraising and Grants• 
Financial Planning and Budgeti ng• 
Financial Reporti ng• 
Banking, Bookkeeping and Recordkeeping• 

General Financial Management: This involves keeping up to date records of income and expenditure on an 
on-going basis, ensuring that funders money is used for the area it was applied for and preparing and pre-
senti ng accounts for the AGM.
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Funding/Fundraising and Grants: Funding for an NGB usually comes from one or two sources - fundraising 
and grants. The Treasurer is responsible for looking aft er both of these features with duti es such as complet-
ing and submitti  ng funding applicati ons, co-ordinati ng fundraising acti viti es and generally being the contact 
person regarding funding and grants for the organisati on.

Financial Planning and Budgeti ng: Budgeti ng involves presenti ng future expenditure for a fi xed period in a 
fi nancial plan. Financial planning involves preparing budgets for regular and predictable expenditure in ad-
vance. The Treasurer has the responsibility of advising on these.

Financial Reporti ng: This involves preparing a report to bring to the committ ee meeti ng and presenti ng a 
draft  copy of the audited accounts at the committ ee meeti ng preceding the AGM.

Banking, Bookkeeping and Recordkeeping: This involves advising the committ ee on banking opti ons, dealing 
with banks on behalf of the organisati on, paying in and withdrawing money, dealing with bills and having a 
system of recording the fl ow of money including pett y cash.

The Role of a Member of a Committ ee

An organisati on’s Committ ee Members have overall responsibility for making decisions about an organisati on 
and its work normally rests with the Committ ee. They are responsible for the governance of the organisati on.

Expectati ons of members of a Committ ee

Be willing to devote the necessary ti me and eff ort• 
Understand and accept the responsibiliti es of the Committ ee• 
Be willing to take on pieces of work as and when needed• 
Be familiar with the aims, objecti ves, policies and procedures of the organisati on• 

Management Committ ee

Making strategic and major decisions about the organisati ons objecti ves, policies and procedures• 
Representi ng the needs and interests of relevant people when making decisions• 
Ensuring that the organisati on has appropriate legal structures• 
Making sure that the Committ ee has the skills, ability and representati on to do the job• 
Assuring that members get the training they need• 
Representi ng the organisati on to outside groups• 

 

The Role of a Public Relati ons Offi  cer

The Public Relati ons Offi  cer is the media contact person for your organisati on. They are the person responsi-
ble for managing the fl ow of informati on between an organisati on and its public. Common duti es for a Public 
Relati ons Offi  cer include speaking at conferences, working with the press and employee communicati on.

Qualiti es of a Public Relati ons Offi  cer

Be a clear and concise communicator (both verbally and in writi ng)• 
Have excellent language skills• 
Have the ability to persuade and build rapport instantly• 
Be good at research and analysis• 
Be contactable at the agreed ti mes• 
Be computer literate (as much of the communicati on is through email and faxes)• 
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Recruitment and Selecti on Procedures

Job Descripti on

Draw up job descripti on and forward to HR Consultant for re-structuring and formatti  ng. You should ensure 
that the job descripti on is as detailed as required, identi fying the responsibiliti es of the positi on and the 
degree and level of experience and the skills required to deliver on the job. At the end of this chapter you will 
fi nd sample job descripti ons for various roles within an organisati on.

Adverti sement

It is important that your adverti sement clearly outlines

Qualifi cati on required i.e. Masters, degree, etc• 
Experience required, i.e. nature of experience and desirable depth of knowledge, management experi-• 
ence, etc
Requirements i.e. IT skills, etc• 

The use of submitti  ng an applicati on form rather than a CV has proven very benefi cial. An applicati on form 
allows you to ask questi ons relevant to the positi on and off ers applicants an opportunity to justi fy why their 
qualifi cati on and experience is relevant to the post. You can receive a more overall view of the applicant using 
an applicati on form and it can assist greatly with identi fying a potenti al interviewee during the short-listi ng 
process.

Short List Process

This takes place in consultati on with HR Consultant. The aim is to short-list 6/7 suitable candidates for inter-
view. Generally a discussion takes place to ascertain the minimum requirements for the post. What are the 
minimum essenti al requirements.

Stage 1: Qualifi cati on: Applicants who have not met the qualifi cati ons required are generally the fi rst • 
group to be eliminated.
Stage 2: Experience: This secti on is very important as it must be determined if the experience criteria has • 
been met.
Stage 3: If the applicant has passed Stage 1 and Stage 2, the remainder of the applicati on form must be • 
considered in order to select the most suitable applicants for interview.

It can be very benefi cial to develop a simple scoring process against each criteria in the applicati on form and 
to use this to identi fy the most suitable candidates to call for interview. It is important to include something 
on the rati onale for the scores awarded as applicants can query why they were not successful at this point in 
the process.

Development of Interview Questi ons

A list of key questi ons is identi fi ed specifi c to the positi on for the interview process. It is important to identi fy 
the skills required for success in the positi on. This is driven by the job descripti on. Besides the knowledge and 
experience required, what other skills are necessary? For example planning and organising, team work, ne-
goti ati ng. Once this has been agreed it is important to identi fy questi ons that will determine each candidates 
skill levels in each of these headings. It is important to agree what are the kind of behaviours that they have 
displayed in the past that might indicate they would be successful in this role.

What you are looking for is a list of questi ons that will allow you to determine whether the candidate can 
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provide evidence of these skills through examples of behaviours or can factually identi fy they have completed 
a course etc...or had specifi c experience etc...

The same questi ons should be put to each candidate to ensure fairness in the process.

Formati on of Interview Panel

Identi fy individuals to form the interview panel. An interview panel should consist of:

CEO of NGB• 
HR Consultant• 
Irish Sports Council Representati ve• 
An individual from outside the Governing Body (an expert in the parti cular fi eld)• 
A Governing Body Representati ve (if relevant) e.g. Manager of a Department or Offi  cer of an Executi ve • 
Committ ee

All applicants receive a ‘Successful’ or ‘Non-successful’ Interview lett er.

Interview Process

The Interview Panel should meet prior to the date of interviews. If the panel is unable to meet, the interview 
questi ons should be forwarded to the panel at least one week in advance of the date and meet 1 hour prior 
to fi rst interview. Typically a chair of the panel is agreed who is responsible for running the interview smooth-
ly, ti ming and managing all accompanying documentati on.

When the Panel meets the list of questi ons is discussed. Each interviewer is assigned a Heading from which 
they select one to two questi ons. The panel agrees a marking scheme for each of the skill areas under exami-
nati on. The highest marks will be allott ed to the most important heading based on its relevance to the posi-
ti on. Two or three headings may be given equal importance.

Following each interview, the panel discusses the candidate’s performance against each heading and agrees 
a mark, tallying into a Total Mark which will determine their fi nal positi on. Once again it is very important 
to agree and record the rati onale around each mark awarded. In additi on an overall cut off  mark should be 
agreed that below which disqualifi es a candidate. For example if the potenti al total score is 100, successful 
candidates must score 70 or higher.

Also it is necessary to agree if a candidate does not receive a suffi  ciently high score in certain criteria/heading 
they would also not be deemed suitable for appointment.

A useful additi on to the interview process depending on the nature of the positi on is to ask candidates to 
make a short presentati on on a relevant topic for the job. This presentati on should have its own marking 
scheme to identi fy how well each candidate performs and this is added to the overall marking scheme.

Documentati on

In recording informati on relati ng to the interview, parti cularly the overall summary of the candidate, it is 
important to ensure:

That the assessment relates to the established criteria for the job.• 
That the reasons for recommending/not recommending the candidate are fully identi fi ed on the docu-• 
mentati on.
The panel’s decisions have not been infl uenced by any of the defi ned equality areas• 
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Panel members should be encouraged to take notes during an interview and those notes should refl ect the 
answers provided by the candidate and not personal comments and observati ons. Those notes should be col-
lected along with the offi  cial documentati on at the end of the interview. All panel members should sign the 
appropriate documentati on at the end of the interviews. All interview records and notes should be kept for at 
least a year/two years in the event of a claim.

Interview Follow up

Someone from the organisati on will call the successful candidate to off er the positi on and arrange a meeti ng 
to discuss the contract details, etc. If fi rst candidate accepts the positi on, all other candidates receive a ‘Non-
successful’ lett er.

Avoiding and Resolving Problems

Team Leadership

All organisati ons, big or small, need to have a central person to report to. This ensures that there is a way of 
keeping communicati on fl owing, that there is accountability for everyone, that there is someone to inspire 
the others, that there is someone who has a vision for the organisati on and that there is someone there to 
make a tough decision when it is needed.

Absenteeism

How do you manage a situati on where, in a voluntary organisati on, people are giving up their ti me for free 
and then, when they are supposed to be working they don’t turn up? How do you handle this when it occurs 
on a regular basis? It is a situati on that requires a delicate balance between being sensiti ve to the volunteer 
and discipline to the organisati on’s needs.

The person (or sub-committ ee) who is responsible for the work of volunteers, needs to be informed of all 
absences and then make a decision to meet with the absentee. The following format can be used as a basis 
for that meeti ng:

Ask the person to meet you at a place and ti me that would suit them• 
Explain you realise they have been absent (but do not quanti fy it)• 
Acknowledge their contributi on to the organisati on and ask them about ways in which they could sti ll vol-• 
unteer themselves but in a way that is more convenient to them e.g. rescheduling the ti me that they give
While acknowledging their contributi on, explain that it is necessary for the organisati on to be able to rely • 
on the people that volunteer as they have to be able to deliver the services that they provide
Allow the person ti me to digest what you have said (if they felt defensive coming into the meeti ng, they • 
are now having to recalibrate their feelings and thoughts)
If they are sti ll feeling defensive, allow them to speak without interrupti on• 
Do not feel that you have to provide a soluti on• 
Ask questi ons to ensure you clearly understand what was said• 
If the problems they describe to you are internal to the organisati on (confl ict with another volunteer or • 
someone on the committ ee) acknowledge the issue and explain you will need to speak to other members 
to decide the next course of acti on
If the issues they describe to you are personal, (external to the organisati on), ask what, if anything, the • 
organisati on can do to support them. Acknowledge their contributi on again and ask if they may need 
some ti me off  to sort through their issues
Finish by asking them how they feel now.• 
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If the reasons they have been absent do not fi t into the above scenario, refer to your volunteer agreement 
and talk through the agreement. Check if the volunteer is looking for an ‘out’ or perhaps your organisati on 
needs to let them go.

Letti  ng a Volunteer Go

There could be a number of reasons why you would decide to let a volunteer go. Below are a few of the more 
common reasons:

Conduct - reliability, dependability, honesty, sobriety, ti me keeping• 
Performance - quality and/or quanti ty• 
Economic - if they are working on a project and there are not suffi  cient funds to conti nue the project.• 

It is never easy when you have to ask a person to leave your organisati on, but it can be made easier if you 
have a policy or procedure to follow. It might be an idea to have a writt en policy on the topic, keeping in mind 
the following suggesti ons:

Never confront someone when you are angry or upset• 
Organise a meeti ng with the person• 
Prepare what you are going to say and then stay on trac• 
Have a third person in the room, preferably the same sex as the person being asked to leave. This person • 
is a witness and is not involved in the conversati on
Focus on the issues around the persons performance - not the person• 
Discuss other possible volunteering jobs• 
Inform the other volunteers before the issue becomes gossip, accepti ng that due to confi denti ally, you • 
cannot give details.

Confl ict Resoluti on

It is always important to have a policy around procedures to take when confl ict arises in an organisati on. 
This ensures that everyone is treated in an equal and fair manner. Quite oft en, the best scenario to deal with 
confl ict between two people is to structure a meeti ng with both parti es plus an independent arbitrator. The 
arbitrator could be someone already involved in the organisati on or it could even be someone from outside 
the organisati on.

In this case, the arbitrator would have pre-meeti ngs with both parti es individually before they each meet to 
ask them to put forward their point of view and to ask them what can, in their view, be done to resolve the 
issue. When the actual meeti ng with both parti es and the arbitrator takes place, each person with the griev-
ance will, in turn, put forward their point of view and idea for resoluti on. When this is done, the other party 
will be asked for any refutati on and idea for resoluti on. This will conti nue unti l both parti es can agree to some 
sort of compromise to fi nally resolve the issue and move forward. If there is a situati on where no compromise 
can be reached and it is not resolvable, further acti on will need to be taken. Such further acti on might include 
involving the local community development organisati on to facilitate or perhaps letti  ng go one or both of the 
people who are in confl ict.

In order for confl ict resoluti on to work all parti es must:

Want to fi nd a soluti on• 
Be willing to talk rati onally to each other• 
Be willing to listen to each other• 
Be willing to explore a range of soluti ons, not just their own• 
Be willing to accept a soluti on even if it does not meet all their needs and wants• 
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Problem Solving

Problems are a part of life that we deal with everyday. Every person and organisati on will have to face (and 
solve) problems when they arise. There are a number of diff erent theories regarding how to solve a parti cular 
problem, which theory you choose to follow will ulti mately depend on the type of problem that you have.

However, when faced with a problem, there are a number of questi ons that you should ask yourself which 
will help you to defi ne the problem. The reason for this is that it is a common mistake to focus on the eff ect of 
the problem rather than the cause of the problem. An example of this would be that if you conti nually have 
volunteers resigning, are you focusing on the fact that you don’t have enough volunteers to run the service or 
are you going to focus on why the volunteers keep leaving?

Questi ons to ask yourself are:

What is the problem?• 
How is it a problem?• 
Why is it a problem?• 
Why solve it?• 
How will it be solved?• 
What will be solved?• 

Bullying and Harassment

Bullying is defi ned as repeated inappropriate behaviour direct or indirect, verbal, physical or otherwise. The 
conduct complained of must be such that it could reasonably be considered as undermining the employee’s 
right to dignity. Harassment refers to behaviour which is intended to disturb or upset or which is found to be 
threatening or disturbing by the victi m. Both bullying and harassment are not acceptable and it is very impor-
tant that an organisati on works quickly to get rid of it if it eventuates.

3.2 Employment Law

Please note: This resource provides general informati on on Irish employment Law and good practi ce. This 
informati on is provided for informati on purposes only which may not address the parti cular circumstances of 
your organisati on. The content in this resource is NOT a legal interpretati on of any matt er and should not be 
seen as such. For professional or legal advice you should consult a suitably qualifi ed person.

Adopti ve Leave - Adopti ve Leave Acts, 1995 and 2005

Covers:

All adopti ng mothers• 
All sole male adopters• 

Employees are enti tled to:

24 consecuti ve weeks adopti ve leave plus the opti on to avail of 16 weeks additi onal adopti ve leave• 
Paid ti me off  to att end preparati on classes and pre-adopti on classes and meeti ngs within the State• 
Postpone adopti ve leave/additi onal adopti ve leave in the event of the hospitalisati on of the child, subject • 
to employer’s agreement;
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Terminate unpaid additi onal adopti ve leave in the event of the employee becoming ill, subject to employ-• 
ers’ agreement (in cases of foreign adopti on) take some or all of the additi onal adopti ve leave prior to the 
day of placement
Accrue annual leave and public holidays occurring during adopti ve leave and additi onal adopti ve leave• 

Noti fi cati on procedures

Employees must give four weeks writt en noti ce of:

Intenti on to take adopti ve leave (in conjuncti on with evidence of placement)• 
Intenti on to take additi onal adopti ve leave• 
Intenti on to return to work.• 

Annual Leave -Organisati on of Working Time Act, 1997

The Act enti tles all employees to annual leave and public holidays. Employees’ annual leave is calculated by 
one of the following methods:*  Four working weeks, where an employee works more than 1,365 hours in 
the leave year OR Where the employee has worked less than 1,365 hours:

1/3 of a working week where the employee works at least 117 hours in a calendar month; or• 
8% of the hours worked in the leave year (maximum of four weeks per annum).• 

*The employer must choose the calculati on that gives the greater enti tlement.

Hours worked means hours physically worked, including overti me hours. Periods that should be included 
are: maternity leave, additi onal maternity leave, adopti ve leave, additi onal adopti ve leave, health and safety 
leave, parental leave, carer’s leave (fi rst 13 weeks) and hours spent on annual leave itself. Pay enti tlement 
during annual leave includes any regular bonus or allowance, but excludes overti me pay.

Points to note

It is illegal for an employer to pay in lieu of the statutory annual leave unless the employment relati onship • 
is terminated
If an employee on annual leave is medically certi fi ed as ill, the period of annual leave can be taken again.• 

Public Holidays

Eligibility:

All full-ti me employees• 
All part-ti me employees who have worked at least 40 hours in the fi ve weeks ending on the day before • 
the public holiday

Enti tlement

The employer may decide upon:

A paid day off  on the day; or• 
A paid day off  within a month; or• 
An extra day’s annual leave; or• 
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An additi onal day’s pay.• 

Public Holidays

New Year’s Day• 
St. Patrick’s Day• 
Easter Monday• 
First Monday in May• 
First Monday in June• 
First Monday in August• 
Last Monday in October• 
Christmas Day• 
St. Stephen’s Day• 
(Good Friday and Christmas Eve are not public holidays)

Pay for a Public Holiday

Where employees are not normally rostered to work on a day on which a public holiday falls, they are en-
ti tled to one fi ft h of the sum paid in respect of the normal weekly hours last worked before the public holiday.
Where employees work, or are normally rostered to work, during any part of a public holiday, the rate of pay 
is equal to the sum paid in respect of the normal daily hours last worked by them before the public holiday.

Carer’s Leave- Carer’s Leave Act, 2001

Employees are enti tled to:

Accrue annual leave and public holidays occurring during the fi rst 13 weeks of carer’s leave.• 
104 weeks leave to provide full-ti me care and att enti on to a relevant person*• 

Points to Note

Applicati ons are made to the Department of Social and Family Aff airs to decide whether the person for • 
whom they propose to take the leave is a ‘relevant person’.
Employees must have one year’s conti nuous service.• 
Employees should give six weeks noti ce of intenti on to take carer’s leave.• 
Employees may be enti tled to carer’s benefi t depending on PRSI contributi ons.• 
An employer may refuse, on reasonable grounds, to permit an employee from taking a period shorter • 
than 13 weeks. The reasons must be specifi ed in writi ng.

* A relevant person is a care recipient who needs conti nual supervision and frequent assistance throughout 
the day in connecti on with normal bodily functi ons or in order to avoid danger to themselves.

Contract of Employment- Terms of Employment (Informati on) Acts, 1994 and 2001 / 
Unfair Dismissals Acts, 1997 to 2007

Employers must provide new employees with a writt en statement (contract) of their terms and conditi ons of 
employment within two months of starti ng employment.
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The Statement must include the following details:

The full names of the employer and the employee

Full address of the employer• 
The place of work, or where there is no fi xed place of work, a statement indicati ng that the employee is • 
required to work at various locati ons
Job ti tle or nature of the work• 
Date of commencement of employment• 
The expected durati on of employment, either fi xed or permanent• 
The rate of remunerati on or method of calculati ng remunerati on• 
Whether payment is paid weekly, monthly or otherwise• 
Annual Leave and other paid leave enti tlements• 
Hours of work (including overti me)• 
Details of rest periods and breaks• 
Sick leave and pension arrangements, where applicable• 
A reference to any collecti ve agreements• 
Noti ce requirements• 

This writt en statement should be signed and dated by both parti es.  

Other terms, which may be included in a contract of employment, are:

Confi denti ality clause• 
Equal opportuniti es statement• 
A probati onary period• 
Provision for lay-off /short Time/redundancy• 
Deducti ons from pay• 
A fl exibility/interchangeability clause• 
Disciplinary and grievance policies• 
Non-compete clause• 
A right to search• 
Reti rement age• 
Provision to request the employee to att end the company doctor• 
Company rules and regulati ons• 

Discipline and Dismissal- Unfair Dismissals Acts 1977 to 2007

This informati on below is for guidance only and in case of potenti al dismissal or discipline you should take 
appropriate advice.

The Unfair Dismissals Acts protect employees from unfair dismissal once they:

Are aged over 16 years.• 
Have at least one year’s conti nuous service with the employer (Except where dismissal is related to trade • 
union membership/acti vity or for exercising an employee’s rights under certain other employment legisla-
ti on, in which cases there is no service threshold)

A dismissal is deemed not unfair if it arises principally from:

The capability, competence or qualifi cati ons of the employee• 
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The conduct of the employee• 
Redundancy, provided fair selecti on procedures have been followed• 
Other substanti al reasons.• 

Any claim of unfair dismissal must be made within six months of the date of dismissal (or up to a maximum of 
12 months in excepti onal circumstances). Dismissals can be deemed to be unfair based on either substanti ve 
or procedural grounds.

The Employment Appeals Tribunal hears cases, and in an unfair dismissal can award:

Reinstatement• 
Re-engagement• 
Compensati on for loss of earnings• 

 
Principles of Natural Justi ce

When the disciplining or dismissing of an employee is being considered, the principles of natural justi ce must 
always apply. This requires the employer to:

Inform the employee of the case being made against him/her• 
Give the employee the right to reply to the allegati ons• 
Listen to all arguments or submissions made in relati on to the matt ers at issue• 
Investi gate as necessary and give all informati on due considerati on• 
Allow the employee the right to representati on• 
Forewarn the employee concerned that the procedure is being operated in the context of the possibility • 
of disciplinary acti on or dismissal
Give the right of appeal at every stage.• 

 
Disciplinary Procedure

Every employee should be given a copy of the disciplinary procedure within 28 days of starti ng employment. 
Basic details given below are for illustrati ve purposes only and should not be regarded as comprehensive 
Prior to any stage in the disciplinary procedure, an employee should be forewarned if their performance/
att endance is not up to the organisati ons standard. An employee’s natural rights have to be respected at all 
stages and all warnings should be recorded on the employee’s personnel record for the defi ned durati on. 
Pre-Disciplinary Warning / Counseling

The employee is initi ally given a word of warning and counseling by his or her immediate supervisor

Formal Verbal Warning: In the event of a further breach of conduct, poor att endance or lapse in perfor-• 
mance, the employee is given a formal verbal warning.
First Writt en Warning: In the event of a further breach, the employee is issued with a writt en warning.• 
Final Writt en Warning/Suspension: In the event of yet a further breach, the employee is given a fi nal writ-• 
ten warning. At this stage the employee may also be suspended.
Dismissal: If, following a period of suspension without pay or a fi nal writt en warning, an employee is • 
guilty of further breaches, the employee is dismissed.

In cases of misconduct or gross misconduct (as defi ned in the company policy), the company may summarily 
dismiss an employee without recourse to every stage of the procedure. In cases where the company consid-
ers that summary dismissal is warranted it may suspend an employee with pay to facilitate an investi gati on of 
the case. The principles of natural justi ce require that fair procedures are applied in all such circumstances.
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Equality In The Workplace- Employment Equality Acts, 1998 to 2007

It is illegal to discriminate, directly or indirectly, on pay or non pay issues on any of the following grounds:

Gender• 
Marital Status• 
Age• 
Disability• 
Race• 
Membership of the traveler community• 
Family status• 
Sexual orientati on• 
Religion• 

Discriminati on must not take place on any of the above grounds in relati on to:

Access to employment• 
Recruitment• 
Training or work experience• 
Promoti on• 
Conditi ons of Employment• 
Classifi cati on of Posts• 

Points to Note

It will be a defence for employers to show that they took such steps as were reasonably practi cable, to • 
prevent harassment from taking place.
An employer is required to take ‘appropriate measures’ to facilitate a person with a disability, provided • 
this does not impose a ‘disproporti onate burden’ on the organisati on.
It is illegal for fellow employees, the employer, customers or other business contacts to discriminate • 
against or harass/sexually harass any individual in the workplace or at work related social events because 
of one of the nine grounds listed above.

 

Fixed-Term Employees- The Protecti on of Employees (Fixed-Term Work) Act, 2003/
Unfair Dismissals Acts, 1977 to 2007

The Protecti on of Employees (Fixed-Term Work) Act, 2003, covers all employees who have a contract of em-
ployment, where the end of the contract of employment is determined by an objecti ve conditi on such as the:

Arrival of a specifi c date; or• 
Completi on of a specifi c task; or• 
Occurrence of a specifi c event.• 

A fi xed-term employee cannot, in respect of remunerati on and conditi ons of employment, be treated in a less 
favorable manner than a comparable full-ti me employee, unless such treatment can be justi fi ed on objecti ve 
grounds.

Successive Fixed-Term Contracts

Once a fi xed-term employee has completed the third year of conti nuous employment, the fi xed-term • 
contract may only be renewed on one further occasion for a maximum of one year.
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Employees engaged on fi xed-term contracts aft er 14 July 2003: Once a fi xed-term employee has been • 
engaged on two or more fi xed-term contracts, the aggregate durati on may not exceed four years.
When either limit has been reached, the next contract must be of indefi nite durati on.• 

An employee may be excluded from taking a claim for unfair dismissal resulti ng from the expiry of the con-
tract, provided that the contract:

Is in writi ng• 
Contains a clause specifi cally excluding the applicati on of the Unfair Dismissal Acts, 1977 to 2007*• 
Is signed by both parti es; and• 
States the commencement and end date or the specifi c purpose.• 

* This exclusion cannot be relied upon on, where an employee has over one year’s service and is on a second 
or subsequent contract.

Points to Note

If an employer proposes to renew a fi xed-term contract, the employee must be informed in writi ng of the • 
objecti ve grounds justi fying the renewal and explaining why a contract of indefi nite durati on is not being 
off ered. This must be done by the date of the renewal.
An employer must inform fi xed-term employees of any relevant employment vacancies.• 
Access to appropriate training opportuniti es must also be facilitated.• 

Maternity Leave- Maternity Protecti on Acts, 1994 and 2004

Covers:

All pregnant employees• 
Employees who have recently given birth (within 14 weeks)• 
Employees who are breastf eeding (not more than 26 weeks from the date of birth) and who have in-• 
formed their employer of their conditi on.

Employees are enti tled to:

26 consecuti ve week’s maternity leave plus the opti on to avail of 16 weeks additi onal maternity leave;• 
Accrue annual leave and public holidays occurring during maternity leave and additi onal maternity leave;• 
Time off  without loss of pay to att end related medical, ante-natal and post-natal appointments and ti me • 
off  (both parents) to att end certain ante-natal classes;
Postpone maternity leave*/additi onal maternity leave in the event of the hospitalisati on of the child, • 
subject to employer’s agreement;
Terminate additi onal maternity leave in the event of the employee becoming ill, subject to employer’s • 
agreement;
At the discreti on of the employer, either breastf eeding breaks in the workplace, or a reducti on to working • 
hours without loss of pay;**
Avail of full maternity leave and additi onal maternity leave in all cases of confi nement aft er the 24th • 
week of pregnancy, even if the pregnancy does not result in a live birth.

* Employee must have taken at least 14 weeks maternity leave before postponement.
** For up to 26 weeks aft er confi nement.
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During any period of protecti ve leave, an employee’s statutory and contractual rights are protected, except 
the right to remunerati on. The employer is not obliged to pay the employee during maternity leave or ad-
diti onal leave. An employee may be enti tled to a social welfare benefi t during maternity leave depending 
on PRSI contributi ons. No social welfare benefi t is payable during the 16 weeks additi onal maternity leave 
period.

The employee must take at least two weeks maternity leave before the date of confi nement, and at least four 
weeks leave aft er the birth.

Noti fi cati on Procedures

Employees must give four weeks writt en noti ce of:

Intenti on to take maternity leave (in conjuncti on with a medical certi fi cate);• 
Intenti on to take additi onal maternity leave;• 
Intenti on to return to work.• 

 
Health and Safety Regulati ons

The employer is required to carry out a risk assessment identi fying risks associated with employees who are 
covered by the legislati on. If a risk is identi fi ed, the employer must:

Remove the risk; or where this is not feasible• 
Temporarily adjust the employee’s working conditi ons or working hours; or where this is not feasible• 
Transfer the employee to suitable alternati ve work; or where this is not feasible• 
Grant health and safety leave - the fi rst 21 calendar days of health and safety leave are paid by the em-• 
ployer (an employee may be enti tled to health and safety benefi t for the remainder of the leave depend-
ing on PRSI contributi ons).

Under maternity legislati on, a night worker is defi ned as an employee who works three hours or 25% of her 
monthly working ti me between 11pm and 6am.

Force Majeure Leave- Parental Leave Acts, 1998 and 2006

Employees are enti tled to:

Leave up to a maximum of three paid days in any 12 consecuti ve months, or fi ve paid days in any 36 con-• 
secuti ve months.
Leave with pay for urgent family reasons owing to the illness/injury of an immediate family member, • 
where the presence of the employee with the ill/injured person is indispensable

Minimum Noti ce- Minimum Noti ce and Terms of Employment Acts, 1973 to 2001

Noti ce to employees

The minimum period of noti ce to which an employee is enti tled, will vary according to his/her length of 
service.
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Length of Service Minimum Noti ce Enti tlement

13 weeks to 2 years: 1 week• 
2 years to 5 years: 2 weeks• 
5 years to 10 years: 4 weeks• 
10 years to 15 years: 6 weeks• 
>15 years: 8 weeks• 

 
Noti ce to Employer

Unless the employment contract has sti pulated otherwise, the employer is enti tled to one week’s noti ce from 
the employee.

Contractual Noti ce

Where a contract of employment provides for a longer period of noti ce than provided for under the above 
Acts, the parti es are bound by that longer period of noti ce. Both parti es may exercise their right to waive the 
noti ce period or to accept payment in lieu.

Employing Non-Irish Nati onals- Employment Permits Acts, 2003 and 2006

An employer wishing to employ a non-EEA* nati onal may have to seek an employment permit in respect of 
that individual. The applicati on can be made by either the employer or the employee. The type of permit ap-
plied for will depend on salary and occupati on.

Salary
Employment 

Permit
Occupati ons/Eligibility

Over €60,000 
Green card 

permit
Normally granted unless contrary to public interest. 

€30,000-59,999
Green card 

permit

For restricted number of strategically important occu-
pati ons, e.g. ICT, healthcare, science and Finance (not 
exhausti ve list).

€30,000-59,999 Work Permit
For occupati ons not listed in the current skill shortage 
range, i.e. where green card permit not available.

Less than €30,000 Work Permit Very restricted eligibility.

At least €40,000 
Intra-company 

transfer
Key personnel transferring from related company out-
side the EEA.

Any level of salary
Spousal/ Depen-

dant  Permit
All occupati ons, all levels of salary (no applicati on fee) 

The Employment Permits Acts, 2003 and 2006 also introduced a Graduate Scheme whereby non-EEA stu-
dents who have acquired a primary, masters or doctorate degree from an Irish third level insti tute can apply 
to the Garda Nati onal Immigrati on Bureau (GNIB) to remain in Ireland for six months aft er the receipt of their 
examinati on results. There may be certain work restricti ons in place during this ti me.

A non-Irish nati onal may have permission to work without the need for a work permit in a number of circum-
stances. This list is not exhausti ve:
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EEA citi zens can work freely in the state without a permit*• 
Any non-EEA spouse or dependant children (under the age of 21) of an E.U. nati onal must register with • 
the GNIB before they can work. Once registered there is no restricti on on the type of work that can be 
performed
Persons who have been granted ‘refugee status’ by the Minister for Justi ce, Equality and Law Reform• 
Persons with permission to remain as parents of an Irish born child• 
Persons who have been granted a working visa/authorisati on prior to the Employment Permits Acts, 2003 • 
and 2006.

*EEA is the European Economic Area which is made up of the European Union (E.U.) together with Norway, 
Iceland and Liechtenstein. Interim rules apply to Bulgarian and Romanian Nati onals who may sti ff  need work 
permits.

Parental Leave- Parental Leave Acts, 1998 and 2006

Employees are enti tled to:

14 weeks unpaid leave, for each child, with a maximum of 14 weeks parental leave to be taken in any one • 
year (except in cases of multi ple births)
Take parental leave in two separate blocks of a minimum of six weeks each. The leave may be broken up • 
over a period of ti me, into individual days, weeks or hours by agreement with the employer
Accrue annual leave and public holidays occurring during parental leave.• 

 
Points to Note

The leave must be taken before the child reaches eight years of age (16 years of age for a child with a dis-• 
ability)
Employees must have one year’s conti nuous service for the full enti tlement• 
Employees must give six weeks noti ce of intenti on to take the leave• 
A confi rmati on document must be prepared and signed no later than four weeks before the leave is due • 
to begin
The leave may be postponed by the employer for up to six months for business operati onal reasons, or by • 
reason of seasonal variati on.

Part Time Employees- The Protecti on of Employees (Part-Time Work) Act, 2001

This legislati on covers all part-ti me employees. A part-ti me employee is an employee whose normal hours of 
work are less than those of a comparable full-ti me employee.

Non-Discriminati on

A part-ti me employee cannot, in respect of remunerati on and conditi ons of employment (including both 
statutory and contractual benefi ts), be treated in a less favorable manner than a comparable full-ti me em-
ployee, unless such treatment can be justi fi ed on objecti ve grounds. 

Conditi ons of employment are applied on a pro rata basis to part-ti me employees vis-à-vis comparable full-
ti me employees.
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Exclusion of Casual Part-Time Employees

Less favorable treatment of casual part-ti me employees on a specifi c conditi on of employment that can be 
justi fi ed on objecti ve grounds is permissible.

A part-ti me employee shall be considered to be a casual employee if at that ti me:

The employee has been working for less than 13 weeks; and• 
The period of service and any previous period of service could not be reasonably considered to consti tute • 
regular or seasonal employment; or
The employee fulfi ls conditi ons for casual employment specifi ed in a collecti ve agreement that has been • 
approved by the Labour Court.

Redundancy- Redundancy Payments Acts, 1967 to 2007/Protecti on of Employment 
Acts, 1977 to 2007

An employer must pay employees, whose positi ons are made redundant, a statutory lump sum, if they sati sfy 
the following conditi ons:

Are employed under a contract of service or apprenti ceship• 
Have at least 14 weeks of service• 
Are over 16 years of age.• 

Any excess days over the complete years of service are calculated as a proporti on of a total year. In calculati ng 
a week’s pay, an upper limit (currently €600 per week) is placed on weekly earnings for statutory purposes.

Organisati ons are required to process all redundancies on one form, the RP50. The redundancy form is avail-
able from the Department of Enterprise, Trade and Employment.

Collecti ve Redundancy

Under the Protecti on of Employment Acts, 1977 to 2007, employers are required to noti fy the Minister for 
Enterprise, Trade and Employment of a collecti ve redundancy and to inform and consult with employee rep-
resentati ves a full 30 days before the fi rst noti ce of redundancy is given.

A collecti ve redundancy situati on occurs where in any 30 day period the number of dismissals due to redun-
dancy is at least:

5 employees where 21-49 are employed• 
10 employees where 50-99 are employed• 
10% of the employees where 100-299 are employed• 
30 employees where 300 or more are employed.• 

Employers should always seek advice when considering and implementi ng redundancies
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Working Time- Organisati on of Working Time Act, 1997

Defi niti on of working ti me

Working ti me includes any ti me that the employee is at his/her place of work or at his/her employer’s dis-
posal, and carrying on or performing the acti viti es of his/her work. 

Rest Breaks Hours Worked

15 minutes* 4-5 hours

30 minutes* 6 hours

11 consecuti ve hours Within every 24 hours

Weekly rest  

24 consecuti ve hours** Within every 7 days

* Breaks must not be given at the end of the working day. The 15 minute break may form part of the 
30 minute break,

** The 24 hour weekly rest period should be preceded by the 11 hour daily break (i.e., 35 hours in total),

 Maximum Weekly Working Hours

The law limits the maximum average working week to 48 hours. The 48 hours may be averaged as follow:

2 months - night workers• 
4 months - basic reference period• 
6 months - for employees in certain acti viti es, as set down in the Act, whose work is subject to seasonal-• 
ity, foreseeable surges in acti vity or in ensuring conti nuity of service or producti on, etc;
Up to 12 months - by collecti ve agreement, approved by the Labour Court.• 

Working ti me is net working hours i.e. exclusive of breaks, on call or standby ti me, statutory leave or sick 
leave.

Sunday Work

Employees who are required to work Sundays are enti tled to be compensated in terms of payment or paid 
ti me off .

 Night Working

A night worker is an employee who normally works at least three hours between midnight and 7am, and the 
hours worked exceed 50% of the total number of hours worked per annum.

 Exempti ons

Certain exempti ons are available under the terms of the Act for certain sectors of acti vity. These exempti ons 
do not exclude such acti viti es from the provision of the legislati on, but merely allow employers to vary the 
manner in which they apply the provisions for compensatory rest.
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Young Persons- Protecti on of Employees (young Persons) Act, 1996

The Act applies to employees under the age of 18.

Hours of work and rest periods

Age 14yrs old 15 yrs old 16&17 yrs old

Maximum working hours - - -
Daily hours - - 8 hours

Weekly hours - - 40 hours

Term-ti me Nil 8 hours -
Holiday work 35 hours 35 hours -
Work Experience 40 hours 40 hours -

Rest periods

Age 14yrs old 15 yrs old 16&17 yrs old

Aft er 4 hours work 30 mins 30 mins

aft er 4.5 hours work - - 30 mins

Daily rest break 
(consecuti ve hours)

14 hours 14 hours 12 hours

Weekly rest break 2 days 2 days 2 days

Summer break 21 days 21 days n/a*

*Normal annual/eave enti tlements apply.

Early Morning

Not permissible before 8am before 8am before 6am

Night Work

Not permissible aft er 8pm aft er 8pm aft er 10pm

Points to Note

Before employing a child under 16, the employer must have writt en permission from a parent or guardian.
An abstract of the Act should be displayed at the place of work where it can be easily read.

An employer must retain a register in relati on to the employment of young persons.

This should contain the following: full name; date of birth; start and fi nish ti mes; wage rate, per day/week/
month total amount of wages/salary; writt en permission from parent/guardian.
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3.3 Downloads & Links

Downloads
Employee Handbook• 
Cricket Ireland Job Descripti on• 
Job Descripti on Specimen• 
Sample CEO Job descripti on Template• 
Sample Job Descripti on – CEO• 
Sample Job Descripti on – Events Manager• 
Sample Job Descripti on – General Secretary or Manager• 
Sample Job Descripti on – Local Sports Co-ordinator• 
Sample Contract of Employment• 
Sample Lett ers• 

Links

Department of Enterprise, Trade and Employment • 
htt p://www.entemp.ie
Employment Rights• 
htt p:// www.employmentrights.ie
The main employer representati ve organisati  ons are • 
htt p:// www.ibec.ie 
htt p://www.sfa.ie 
htt p://www.isme.ie

Case Studies

Ladies Gaelic Football Associati on Recruitment and Selecti on Procedures• 
Swim Ireland Employee Handbook• 

http://www.ibec.ie
http://www.sfa.ie
http://www.isme.ie
http://www.entemp.ie
http://www.employmentrights.ie



