Anti-Bullying /Harassment at Work

Dromcollogher & District Day Care Centre
 is committed to creating a workplace, which is free from all harassment and bullying as it is unacceptable and contrary to the Centre's Policy and will not be tolerated.  Where issue arise we would focus on the issues not the person. The orchestrating of the deliberate ostracising of staff member(s) is not allowed.  
Dignity at Work Charter
We
 at the Day Care Centre, commit ourselves to working together to maintain a workplace environment that encourages and supports the right to dignity at work. All who work here are expected to respect the right of each individual to dignity in their working life. All will be treated equally and respected for their individuality and diversity. Bullying in any form is not accepted by us and will not be tolerated. Our policies, codes and procedures will underpin the principles and objectives of this Charter. 

All individuals, whether directly employed or contracted by us, have a duty and a responsibility to uphold this Dignity at Work Charter.
What is Workplace Bullying / Harassment?
Workplace bullying/harassment is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment, which could reasonably be regarded as undermining the individual's right to dignity at work. An isolated incident of the behaviour described in this definition may be an affront to dignity at work but, as a once off incident, may not be considered bullying.
While in no way diminishing the issue or the effects on individuals, an informal approach can often resolve issues. As a general rule an attempt should be made to address an allegation of bullying or harassment as informally as possible.

The objective of an informal approach is to resolve the difficulty with the minimum of conflict and stress for the individuals involved.

Informal Procedure

Under the informal procedure the Centre will take all steps possible to investigate the nature of the complaint and to offer such assistance as possible to the complainant, including the provision of counselling, if required. However, no disciplinary action will be taken against an alleged harasser under the informal procedure. 
a) Any employee who believes he or she is being bullied should explain clearly to the alleged perpetrator/s that the behaviour in question is unacceptable. In the circumstances where the complainant finds it difficult to approach the alleged perpetrator/s directly, he or she should seek help and advice, on a strictly confidential basis, from a contact person. A contact person could, for example, be one of the following: A Work Colleague, a Supervisor/Manager, Employee Relations Manager or Employee/Trade Union Representative
.
b) Having consulted with the contact person, the complainant may request the assistance of the contact person in raising the issue with the alleged perpetrator/s. In this situation the approach of the contact person should be by way of a confidential, non-confrontational discussion with a view to resolving the issue in an informal low-key manner.
Formal Procedure:
A complainant may decide, for whatever reason, to bypass the informal procedure. If the bullying/harassment does not cease or is of a very serious nature the recipient should make a formal complaint immediately to their manager. Choosing not to use the informal procedure will

not reflect negatively on the complainant in the formal procedure. All complaints will be dealt with promptly, consistent with fairness to both parties, in total confidence and a fair hearing given with due respect for the rights of both the complainant and the alleged harasser/s. Both the

alleged victim and harasser are encouraged to take their own appropriate advice at an early stage.

Investigation:
All investigations will be conducted by either a designated member/s of management or, if deemed appropriate, an agreed third party .The investigation will be carried out thoroughly, objectively, with sensitivity , utmost confidentiality and with due respect for the rights of both the

complainant and the alleged perpetrator/s.

a) Full details of the alleged incidents of bullying/harassment will be required to be set out in writing. This should include: precise details of actual incidents, time and dates, location and witnesses.

b) The Centre will investigate any complaints initially by interviewing the employee making the complaint.

c) The alleged harasser will be invited to meet the investigators and be given details of the allegations and the opportunity of replying to them.

d) Any response will first be evaluated by the Centre and where witnesses are identified by either party the Centre will investigate the matter further with such persons.

e) If, after a full investigation, bullying/harassment is found to have taken place, it may result in disciplinary action.

f) An employee who makes a complaint of bullying/harassment in bad faith (e.g. spite) may be subject to disciplinary action.

The Centre may decide that one or both parties be suspended, on full pay, for the duration of the investigation. This will be considered after consultation with both parties, their relevant representatives and the relevant manager.
Disciplinary Action :
Depending on the seriousness of the conduct the Centre will impose the form of penalty, which it considers appropriate.

Mission Statement

Dromcollogher & District Day Care Centre Mission Statement is 

“Positive Caring for People”

This encompasses caring for the elderly, caring for staff, caring for community.  This was created in consultation with the staff.

· To improve the quality of life of both staff and visitors to the Day Care Centre through the provision of a range of social and training facilities, and improvement of the local infrastructure.  

· To create an environment where new ideas are listened to, innovation encouraged, feasibility studies undertaken, and after their implementation, evaluation and review.

· To empower local people through local participation and involvement and ongoing research into the needs of local people. 
· To provide a quality service which staff and visitors can take pride in.
Code of Conduct
All staff should be dedicated to caring for our visitors in a professional manner, thus creating and maintaining a harmonious and homely atmosphere. 
Teamwork and cooperation are the basis for this and it cannot be overemphasised that good staff relationships are an important factor in ensuring happy and contented visitors.

Visitors must always be treated with dignity and respect and their dignity and privacy respected at all times.
It is the role of staff to be aware of and alert to the needs of the visitors, at all times ensuring that they experience a happy and contented stay while in our care.  Staff employed at the Day Care Centre are a team. This team functions to provide holistic care to a very special group of people.  Shift duties are a basic framework around which we operate. At all times our visitors come first. As a member of a team, no single person must function alone.  Always use consideration, courtesy and care with other team members and be supportive and caring of each other.

Acknowledgement and praise of another's talents and acceptance of each other's weaknesses and differences can only make for a stronger, more effective team.  We all need to be flexible and to recognise this need in our fellow team members.  At all times, be willing to help others on our team and cultivate the sensitivity required to recognise their need.

Code of Ethics.

To assist Dromcollogher & District Day Care Centre achieve its aims and practice its philosophy, the following code of ethics has been adopted.

Respect:

All members of staff and all visitors will treat each other with the respect that is their due.

Responsibility:

All visitors and staff are responsible for all that entails the good name, management and reputation of Dromcollogher & District Day Care Centre.

Confidentiality:

Confidentiality in all personal matters concerning visitors and staff in their right to privacy will be respected.  However, any information in that will impact the safety of staff, visitors and the community at large will be acted on, and hence all staff will require garda vetting.

Health Matters:

All procedures necessary or prescribed for the continuing good health of the visitors will be provided so as to enhance their quality of life.

Physical and Social Development:

The staff and visitors will cooperate in providing a predictable and stable environment in which all will feel at home and develop healthy human relationships.

Recruitment Policy  

It is the policy of Dromcollogher & District Day Care Centre that in recruiting staff the centre is committed to equal opportunity. It is our objective that our processes be rigorous transparent and professionally conducted. 

Procedure. 

Fill in job details on FAS Callnet form
Get signed by Sponsor & FAS  

Request cv and short note why applying for job, supply job description
Invitation to Interview 

Interview board 

Interview process 

Selection criteria 

Offer of position to successful candidate 

Contact unsuccessful candidates in writing

Job Description – as per ilp form 
In addition to recruitment and selection, the job description can be used for a variety of purposes, including:

.Training and Development

.Ensuring mutual understanding between the employee, the manager and other co- workers about the allocation of responsibilities and priorities, and associated job accountabilities

A clear job description of exactly what is required of the position will help:

.To select the most suitable candidate for the post

.To provide an opportunity for the applicants to inform themselves about what our organisation can offer them.

Writing the job Description:
It is the responsibility of Supervisor, in consultation with the Chairperson and/or others members of Sponsoring body and/or staff.
The job description is a summary of the tasks and responsibilities of the jobholder.

It should include the following:

.The main purpose of the job and the context in which it exists

.The responsibilities and accountabilities involved

.The reporting relationships

.The tasks and skills involved

In writing a job description, the following broad principles should be borne in mind:

.The job description describes the job
.The job description must decide what the job will be and what the post-holder will be required to do now and into the future

.The aim is to describe the principal tasks of the job

.Specific conditions pertaining to the functions of the post should be clearly defined

.The job description should allow some flexibility for the allocation of new duties relevant to the core functions of the post.

The job description must not be discriminatory or make explicit or implicit reference to age, gender or any other irrelevant characteristics of the position holder.

Person Specification

When the job description has been written, the person specification outlining the skills, knowledge, behaviour, competencies and experiences that will be required of the person being sought can be decided. The person specification contains the selection criteria against which applicants will be assessed. The more accurate the criteria, the more likely that the best candidate will be selected for the job.

Selection criteria assist the recruitment and selection process by providing:

.A consistent and objective set of standards for all applicants which can be observed and measured

.A structured means for an assessment of an applicant

.Selection criteria that can be divided into essential and desirable:

» Essential Criteria: are those that are critical for the satisfactory

performance of the job. All applicants must meet all essential criteria to be considered for the next stage of the recruitment and selection process.

» Desirable Criteria: are those which enhance a person's capacity to do the job. These can be acquired once in employment.

Selection

Confidentiality

It is very important to remember that all documentation throughout the selection process will be submitted in confidence. Everybody involved in the recruitment process must respect the candidate's right to confidence. Discussions regarding individual candidates must not be engaged in by members of the interview panel (apart from appropriate discussions with the Chairperson) outside of the selection process. The names of applicants should not be disclosed to anyone who is not involved in the selection process.
Interview Panel
Conflict of Interest

There are times when a member of an interview panel has a family relationship, well-known friendship or other form of relationship, positive or negative, with one or more of the applicants for a position. In these circumstances, if a member of the Interviewing Panel feels that he/she may have a conflict of interest or that their participation may compromise the application of fair process, then that member can opt to withdraw from the selection process.

The Interview Process

Conduct of an Interview
.At the start of each interview, the Chairperson should introduce each applicant to the Interview Panel, explain the purpose, expected duration and structure of the interview to the applicant, and indicate that notes may be taken by Interview

Panel members.
.The applicant should be put at ease so that he/she can answer questions to the best of her ability. This may involve asking an early 'ice-breaking' question.

.The Interview Panel should question all applicants against the same selection criteria.

.Only questions relevant to evaluating an applicant's ability to fulfil the

requirements of the job should be asked.

.The Interview Panel should ask all applicants the same core questions to ensure consistent and fair approach. Supplementary questions may be asked if required to clarify issues, obtain further information or to explore areas that arise in the interview

.The Interview Panel should actively listen and actively seek clarification

.Members of the Interview Panel should obtain sufficient information from applicants to make accurate decisions. Assumptions should not be made about an applicant's capabilities to perform various aspects of the position under consideration

.Applicants should be asked if they wish to discuss matters that may not have emerged in response to questions raised during the interview, to add any information, or to ask any questions

.Applicants should be advised about the timing of decision-making and

notification of the outcome of the process.

All Interview Panel members should be present for all interviews-

Recommendation

When making a decision on the most suitable applicant:

.Applicants should be ranked suitable/unsuitable for appointment based on:

~ Performance at interview/s

~ The written application

.The Chairperson should seek to facilitate the Interview Panel in jointly

completing an interview assessment form. This will detail an assessment of the candidate against the core competencies, knowledge skills, attainments and behaviour required to carry out the particular role

.Effort should be made to reach a unanimous decision. However, if a unanimous decision is not reached a majority decision is acceptable. Where the Interview Panel vote is tied, the Chairperson has a casting vote.
Interview Panel Report

The Chairperson should prepare a final report which will include the Interview Panel's recommendation naming the candidate recommended for appointment, or in the case of multiple posts, the recommended candidates in order of merit. Where possible, reserve candidates should be named by the Interview Panel and will be listed on a panel in order

of merit. It is imperative that only candidates deemed suitable to perform the job should be placed on the panel.

The Chairperson should ensure the following is completed and returned to the Administrator:

The Interview Panel report is signed by all members of the Interview Panel in the format outlined in Appendix.

.The assessment sheet is signed by all members of the Interview Panel and includes a brief comment on the following:

~ The relative merit of recommended applicants on the basis of selection

criteria only

.Clear and detailed reporting will assist if post-mortem feedback is requested and/or if an appeal is lodged.

.Interview Panel members should be aware that any notes that they make about any of the candidates may be discoverable under FOI. The Chairperson should collect all documentation relating to the interview process and return them to the Administrator .

The Interview Panel, prior to interview, should draft an interview plan with specific areas of questioning for each panel member.

In preparing questions, the Interview Panel will need to:

.Base questions on selection criteria as specified in the job description -refer to interview assessment sheet -Refer to Appendix.

.Focus on the knowledge, skills, attainments, competencies and behaviour required for the job

.Ensure questions are sufficiently rigorous and searching to assess ability and differentiate between candidates

.Ensure that questions are well constructed, relevant and probing.

Interview Panel members should:
Agree the order in which questions will be asked and allocate specific areas to each member based on their particular area of expertise.

Determine how they will rate each of the applicants against the answer they give to each question (Sample rating system -Refer to Appendix.)
The Chairperson should ensure that questions asked:

.Are relevant to the position

.Are aimed at assessing the candidates in relation to the agreed criteria and at eliciting information which will assist the Interview Panel in selecting the best candidate for the job

.Cannot be construed as potentially discriminatory under the nine areas covered by the Employment Equality Act, 1998, i.e. Gender, Marital status, Family status, Sexual orientation, Religion, Age, Disability, Race and Membership of the traveller community.

Additional Assessment may include:

.Completing an assessment of computer skills i.e. word processing, spreadsheets,

desktop publishing skills, payroll etc.

.Demonstrate skills on a particular subject i.e. cooking etc.

.Testing report writing

Job Description

In addition to recruitment and selection, the job description can be used for a variety of

purposes, including:

.Training and Development

.Job Grading

.Ensuring mutual understanding between the employee, the manager and other co- workers about the allocation of responsibilities and priorities, and associated job accountabilities

.Reviewing performance and indentifying development needs.

A clear job description of exactly what is required of the position will help:

.To select the most suitable candidate for the post

.To provide an opportunity for the applicants to inform themselves about what our organisation can offer them.

� When referring to the Day Care Centre this covers all employees of Dromcollogher Community Enterprises Ltd. FÁS Project.


� Throughout this document when referring to we it is the Sponsor Body for the FÁS Project.


� In most cases the Union representing employees is Siptu.





