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Refusal of holidays

A Company, like any team, is only as good as 
its combined members make it. Team spirit 
cannot be bought - no amount of money can 
compensate for lack of interest or replace the 
will to win. Such spirit can only be created from 
within. Great team effort is required to award 
our clients and their families with the level of 
care and service that they deserve, the quality 
of our service ensures our clients satisfaction 
and the continued security of our jobs, our 
people have contributed greatly to our success 
over the years.

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

We hope that you will enjoy being part of 
Connected Health’s team and we wish you 
every success in your career. I would like to take 
this opportunity to welcome you to Connected 
Health.

 Douglas Adams (CEO)

Words from the CEO.

The most valuable resource of any organisation 
is its people. The success of any organisation and 
its people depends very largely on the people 
themselves. Our mission is to provide the highest 
quality of care to our clients and to provide a place 
to work that is safe, free from discrimination and 
harassment and provides encouragement for people 
to develop their full potential. We all have a role to 
play in this process.



Company values.
Connected Health Ireland provide effective and efficient high quality 
healthcare services in the home and in the community, thereby promoting 
independance and decreasing the demand for costly hospitalisation.

Our 3Ts approach of talent, training and technology ensures effective 
connections between all of those involved so that, together, we deliver 
better and more responsive support in a way that measurably improves 
the lives of those in our care.

Our values
At Connected Health, we are simply CENTRED on what we do. Those 
receiving care must always be at the very centre of all that we do. It is 
our responsibility and our duty to effectively connect all of those involved 
so that, together, we deliver better and more responsive support in a way 
that measurably improves the lives of those in our care. Our core values 
are:

Service users come first
Satisfying our service user’s individual needs is paramount. We should put 
our service users’ needs ahead of our own needs. We should therefore 
take the time to understand, to share a smile, a tear, and to put our arms 
around clients in a time of need. We must ensure that the holistic needs 
of our service users are consistently met.

Complete Professionalism
Regardless of roles, we should set ourselves high personal and 
professional standards, we constantly strive to achieve these standards 
and always look for ways to make ourselves more effective. Every 
improvement, no matter how small, can make a difference.

Teamwork
We work together as a team as it makes everyone’s life easier, makes 
work-life more enjoyable to care for our service users. Team workers 
support their colleagues and go out of their way to help others.

Open Communication
Employees should communicate to service user’s, next of kin and each 
other in a respectful manner. We must communicate openly, feel free 
to comment on areas that can be improved and have the strength of 
character to take feedback constructively, to learn from it and improve as 
a result of it.



Caring 
OUR VALUES | CENTRED



DISCLAIMER: The information contained in this employee handbook is not an employment contract, but 
rather is a summarised version of existing policies. Connected Health reserves the right to modify this 
employee handbook from time to time according to their sole discretion without notice. If a more detailed 
explanation of any policy in this handbook is needed, employees should consult with their supervisor/ 
manager.
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About This 
Handbook.

This Handbook has been drawn up by the 
Company to provide you with information 
on employment policies and procedures. It 
is important for you to read the Handbook 
carefully as this, together with your Contract 
of Employment, sets out your main terms and 
conditions of employment. The information 
covers a wide range of subjects relating to your 
employment and in the event that information 
in this Handbook conflicts with terms and 
conditions as stated in your Contract of 
Employment, the Contract will take precedence. 
If you have any questions or any part of the 
Handbook is unclear to you, please do not 
hesitate to raise any queries with Human 
Resources. It is important that you do this 
before signing that you have read, understood 
and are willing to abide by all the Company’s 
terms and conditions.
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Job Description
You have been provided with a job description of the position to which you 
have been appointed but amendments may be made to your job description 
from time to time in relation to our changing needs and your own ability. It 
may be necessary for you to take over some duties normally performed by 
colleagues.

Probationary Period
Every employee joins on an initial probationary period of six months. This 
does not prejudice our right to dismiss in accordance with the notice 
provisions contained in your individual statement of main terms of 
employment, or without notice for reasons of misconduct, should this be 
necessary. During this period your work performance and suitability will be 
assessed and, if your work performance is not up to the required standard 
or you are unsuitable, we may either take remedial action or terminate your 
employment, without recourse to the disciplinary procedure. At the end 
of your probationary period you will again be re assessed. If you have not 
reached the required standard, we may in our discretion either extend the 
probationary period in order that remedial action can be taken or terminate 
your employment. The probationary period will not in any case exceed the 
period outlined in your contract of employment. You will receive notice of 
the Company’s intention to extend the probationary period before or at the 
end of the initial 6-month probationary period. Any continuous period of 
absence of four weeks or more will suspend your probationary period until 
your return to work. The Company further reserves the right to terminate 
your employment at any time during your initial 9 months of employment, 
without recourse to the disciplinary procedures.

Joining Our Organisation.

Staff Training
At the commencement of your employment you will receive induction 
training for your specific job, and as your employment progresses your skills 
may be extended to encompass new job activities within the Company.
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Mandatory Training
Connected Academy have developed a platform to ensure that all 
mandatory training needs are up to date in order for you as a Carer to fulfil 
your job role. We believe that the online training platform is convenient and 
easy for you to complete within the time scale below.
The process is as follows:

• The platform will automatically email you and your manager when your 
mandatory training has expired.

• You will have 2 weeks from the date of this email to complete it. During 
this period, you will be non-compliant if you have not completed the 
training.

• If you fail to complete two weeks after and remain non-compliant you 
will be contacted and given an additional week to complete the training.

• If any carer has not completed the training within this time frame, the 
training department will begin the process of removing them from their 
schedule until fully compliant (this is 4 weeks max from renewal date).

Staff Development Programme
The objective of the Staff Development Programme is to assist staff in 
continuing to maintain knowledge and skill at a level required to ensure that 
our clients receive the advantage of competent service based on up-to-
date educations in practice, legislation and techniques.

Performance and Review
Our policy is to monitor your work performance on a continuous basis 
so that we can maximise your strengths and help you to overcome any 
possible weaknesses. This also gives us the opportunity to receive 
feedback from our staff.

Flexibility
It will be a condition of employment that you are prepared, whenever 
necessary, to transfer to alternative departments or duties within the 
company. This flexibility is essential as the type and volume of work 
is always subject to change, and it allows us to operate efficiently and 
maintain the highest level of care for our clients. This includes moving from 
shift to shift as required.
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Mobility
Although you will be usually employed at one site, it is a condition of your 
employment that should the need arise you will be prepared, to transfer 
to any other of our sites and/or the premises/residences of our clients 
where applicable. This flexibility is essential to the smooth running of our 
Organisation.

Temporary Shortage of Work
If there is a temporary shortage of work for any reason, we will try 
to maintain your continuity of employment even if this necessitates 
temporarily placing you on short time or having to lay you off work without 
pay.

Criminal Convictions
You must make the Company aware of any criminal convictions you have, 
past or present, of any nature. You will be subject to Garda Vetting prior to 
your appointment with the Company and the Company reserves the right 
to Garda vet you at any stage during your employment (where applicable). 
Failure to complete this may result in disciplinary action up to or including 
termination of your employment.
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Wages & Salaries.
Payment
Payment will be made bimonthly, in arrears, by 
credit transfer to your bank account and such 
payment arrangement shall remain in force 
until otherwise mutually agreed in writing. 
The following outlines the dates of payment;

• 26th to the 10th of the following month, 
paid on the 18th
• 11th to the 25th, paid on the 3rd of the 
next month.

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

Any pay queries which you may have should 
be first raised with your Manager.

Overtime
It is a condition of employment that some 
employees should be available to work outside 
the normal hours of work. It will be stated in 
your Contract of Employment as to whether 
you are entitled to be paid overtime, as part of 
your position.

Overpayments
If you are overpaid for any reason, the total 
amount of the overpayment will normally be 
deducted from your next payment but if this 
would cause hardship, arrangements may be 
made for the overpayment to be recovered 
over a longer period.

Income tax and social 
insurance
At the end of each tax year you will be able to 
view your End of Year Statement through my 
Account service on Revenue’s online system, 
this will show the total pay you have received 
from us during that year and the amount of 
deductions for Income Tax and PRSI.
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You must attend for work 
punctually at the specified 
time(s) and you are required to 
comply strictly with any time 
recording procedures relating 
to your area of work. You 
must be ready to start work 
at your appointed time. This is 
extremely important because 
we are responsible for a duty of 
care, which requires a smooth 
handover.

Punctionality

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

More Than One Hour Late
If you arrive for work more than 
one hour late without having 
previously notified us, other 
arrangements may have been 
made to cover your duties 
and you may be sent off the 
premises for the remainder of 
the shift/day without pay.

Absence must be 
notified

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

Disciplinary action

Lateness & Absenteeism.
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Leave.

You should inform your Manager as soon as it is 
confirmed that you are pregnant. Once notified, 
your Manager will explain entitlements, benefits 
and other issues applicable to you under current 
legislation. You are entitled to 26 consecutive 
week’s ordinary maternity leave. You are also 
entitled to take additional maternity leave of up 
to 16 weeks immediately after the end of your 
ordinary maternity leave. There is no obligation 
under Irish law for Connected Health to pay an 
employee whilst the employee is on maternity 
or additional maternity leave. Connected Health 
does not pay for maternity leave. Employees on 
maternity leave are entitled to claim social welfare 
benefit during the period of maternity leave but 
excluding any period of additional maternity leave.

It is the policy of Connected Health to provide 
maternity benefits that fully complies with the law 
on maternity rights. The policy applies to all female 
members of staff and aims to inform them of their 
entitlement to contractual and statutory maternity 
rights and to ensure those rights are understood.

This policy will also ensure that female employees 
will be protected against discrimination of loss 
of employment through redundancy or dismissal 
on the grounds relating to pregnancy and taking 
maternity leave.

The following summarises the arrangements within 
Connected Health and ensures compliance with 
Maternity Protection Act 1994 and 2004 and any 
subsequent amendments.

You should submit a completed MB1 form to the 
Maternity Benefits Section of the Department 
of Social Protection, 6 weeks before date of 
commencement of maternity leave and a copy of 
the MB2 Employers Certificate should also be given 
to Connected Health to fill out. When you then 
receive notification from the Department of Social 
Protection you should forward a copy of the letter 
confirming maternity benefit to Payroll before 
commencing Maternity leave

A pregnant Connected Health employee, subject 
to the conditions set out, is entitled to a period 
of maternity leave of 26 weeks. However, in 
order to avail of this right, the employee must 
have notified Connected Health, in writing, of 
her intention to take maternity leave as soon as 
is reasonably practicable, but not later than four 
weeks before the commencement of maternity 
leave. The employee must also produce, for 
Connected Health’s inspection, a medical certificate 
confirming the expected date of birth along with 
the form found in Appendix 2 of this Handbook. 
Like time off for ante-natal and post-natal care, it 
is essential that employees provide the appropriate 
notice of intention to take maternity leave in order 
that appropriate arrangements can be made for 
their absence. It is ultimately at the employee’s 
discretion as to the period of maternity leave which 
she wishes to take. However, by law an employee 
must take a minimum of two weeks prior to the 
birth, and at least four weeks after the birth, of the 
child. A Connected Health employee who has taken 
maternity leave may also avail of her entitlement to 
what is known as additional maternity leave for a 
period of up to sixteen consecutive weeks. 

Maternity Leave
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This period of additional maternity leave must 
commence immediately after the end of her 
maternity leave and is, again, subject to the 
employee having notified Connected Health, not 
later than four weeks before the date on which she 
would have been expected to return to work.

In the unfortunate event should an employee 
miscarry after the 24th week, she will be 
entitled to Maternity Leave. In the event of the 
hospitalisation of the child (in respect of whom the 
maternity leave is taken) an employee may request 
her employer to postpone her maternity leave/
additional maternity leave and allow her to return 
to work on an agreed date.

Medical appointments/
Ante-natal classes

If you are pregnant, then regardless of length of 
service or status (full or part-time), you are eligible 
to paid time off during working hours for the 
purpose of attending medical appointments, which 
have been recommended by your doctor or midwife. 
(This includes the time required to travel to and 
from the appointment).

You must, where possible, give written notification 
to Connected Health of the date and time of 
the medical appointments at least two weeks in 
advance. Connected Health requests that, where 
possible, appointments are at the beginning or at 
the end of the working day. If the appointment 
finishes during the working day you are required 
to return to work. You are also entitled to take 
paid time off work to attend one set of antenatal 
classes (but not the last three of the series of 
classes as these would normally occur after 
maternity leave has started). This right to attend 
only one set of antenatal classes (except the 
last three in a set) covers all pregnancies while in 
employment. It does not mean you have the right 
to paid time off work to attend antenatal classes 
each time you are pregnant in employment.

Instead, the entitlement covers one set of classes 
over all your pregnancies. If for any reason you 
are unable to attend some classes due to reasons 
beyond your control (i.e., premature birth or illness) 
you can carry over your entitlement to paid time 
off work to attend any untaken classes to your 
subsequent pregnancies (except the last three in a 
set).

If you are an expectant father you are also entitled 
to a once-off right to time off from work, without 
loss of pay, for the purpose of attending the last 
two ante natal classes in a set of such classes 
attended by the expectant mother of your child 
before the birth of the child. Save for emergency 
situations, this right is subject to you giving 
Connected Health at least two weeks’ notice 
before the first class or class concerned and 
appropriate documentation giving the dates and 
times of the classes.

If the baby is born prematurely, i.e. before the 
maternity leave has started, maternity leave will 
commence on the day that the baby is born.

Pension
All pension contributions (where applicable) 
will cease for the duration of maternity leave.

Other benefits
Connected Health Health Benefits (where 
applicable) and life assurance (where 
applicable) may cease for the duration for 
Maternity Leave.
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Health and safety leave
There is an obligation on Connected Health to 
carry out a specific risk assessment for Connected 
Health employees who are pregnant or have just 
given birth, or who are breastfeeding, in order 
to assess what hazards, there may be, for these 
employees in the workplace. Should this risk 
assessment determine that certain hazards exist, 
which cannot otherwise be eliminated, Connected 
Health will move the employee to alternative 
work or, if this is not feasible, the employee will be 
granted health and safety leave. The employee is 
entitled to payment in respect of the first 21 days 
of such health and safety leave and can apply for 
social welfare benefit for any period thereafter.

Similar to other forms of protective leave, a 
Connected Health employee is entitled to return to 
work with Connected Health in the job which she 
held immediately before commencing maternity 
leave, subject always to the employee having 
notified Connected Health of her intended return 
to work, not later than four weeks before the date 
of expected return.

In some cases, it is not always possible for 
Connected Health to permit the employee to return 
to work in the same job as the employee previously 
undertook. Where this is not reasonably practicable 
Connected Health will offer the employee suitable 
alternative work. The work will be appropriate for 
the employee in the circumstances and the terms 
and conditions of the new position will not be 
substantially less favourable to those which the 
employee previously enjoyed.

During any period of absence from work on 
maternity leave or additional maternity leave, an 
employee’s statutory and contractual rights remain 
preserved (other than of course the employee’s 
right to remuneration). Absence whilst on health 
and safety leave will be protected in the same 
way. Absences while on protective leave cannot 
be regarded as part of an employee’s sick leave or 
annual leave.

Connected Health recognises that dismissals 
connected with pregnancy or giving birth are 
deemed to be unfair and therefore abides by Unfair 
Dismissals legislation.

Maternity benefit
Maternity Benefit is a payment made to 
women in Ireland on ordinary maternity 
leave from work and who have paid a certain 
amount of PRSI (Pay Related Social Insurance). 
You need to apply for the payment 6 weeks 
before you intend to go on maternity leave to 
the Maternity Benefit Section, Department of 
Social Protection. Additional maternity leave is 
unpaid.

Annual leave/public 
holiday entitlements

Your entitlement to annual leave and public 
holidays will continue to accrue as normal 
during both ordinary maternity leave and 
additional maternity leave.
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Sickness
In the event of the sickness of the employee 
(if this occurs during her last four weeks 
of maternity leave or if she is already on 
additional maternity leave) the employee may 
request her employer to terminate her period 
of additional maternity leave. The employee’s 
absence from work due to sickness following 
such termination shall be treated in the 
same manner as any absence from work of 
the employee due to sickness. However, the 
employee shall not be entitled subsequently 
to avail of the untaken period of additional 
maternity leave.

Return to work
You will be entitled to return to work 
after maternity leave ends, unless it is not 
reasonably practical for Connected Health 
to allow you to return to your old job. If this 
is the case, you will be offered a suitable 
alternative on terms no less favourable 
compared with your previous job including any 
improvement in pay or other conditions which 
occurred while you were on maternity leave. 
The employee must give written notification 
of her intention to return to work at least 4 
weeks before the date on which she is due to 
return to work. Where the employee has not 
given the required notification under the Act 
or this policy, Connected Health may consider 
disciplinary action up to and inclusive of 
termination of the contract of employment.
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This policy extends to adopting mothers and sole 
male adopters. There is no obligation under Irish 
law for Connected Health to pay an employee 
whilst the employee is on adoptive leave or 
additional adoptive leave. Connected Health does 
not pay for adoptive leave. Employees on adoptive 
leave are entitled to claim social welfare benefit 
during the period of adoptive leave but excluding 
any period of additional adoptive leave. You should 
apply to the Adoptive Benefit Section, Social 
Welfare Services Office.

If you are adopting a child, you are entitled to 
a minimum of 24 consecutive week’s ordinary 
adoptive leave starting on the day of placement 
of the child. In addition to the minimum period 
of adoptive leave, you are entitled to take up to 
16 weeks additional unpaid adoptive leave. All 
additional adoptive leave must run consecutively 
with statutory adoptive leave and be taken directly 
following the termination of statutory leave 
(exceptions to this may apply in the case of foreign 
adoptions).

You must notify Connected Health in writing of 
your intention to take adoptive leave no later than 
4 weeks before the expected date of placement 
by filling out the Form found in Appendix 2 of 
this Handbook. The date of placement should 
be confirmed within 4 weeks of it occurring. The 
employee should submit a completed AB1 form 
together with all the relevant certificates to the 
Department of Social Protection 5 weeks before 
the date of commencement of adoptive leave. A 
copy of the AB1 should be given to Connected 
Health. You must produce a copy of the certificate 
of placement or declaration of eligibility and 
suitability in the case of a foreign adoption.

Employees are entitled to attend pre-adoption 
meetings. In order to attend a meeting, they should 
give as much notice as possible to their Manager 
and provide proof of the meeting if requested. 
Where an employee has not completed his/her 
probation period prior to commencing adoptive 
leave, the probation period will be suspended until 
he/she returns to work.

Adoptive Leave

Postponement
If the expected date of placement is postponed, 
the period of Adoptive Leave will also be 
postponed. The new expected date of placement 
must be communicated to your Manager as soon as 
is reasonably practicable. 

You must inform your Manager in writing of 
the pending Adoptive Leave as soon as is 
practicable but no later than 4 weeks before 
the commencement of Adoptive Leave. For 
practical reasons, it is desirable that you provide 
as much notice as possible so that appropriate 
arrangements can be made.

 If the employee wishes to avail of the 16 weeks 
extended (unpaid) Leave, he/she must do so by 
writing to their Manager at least 4 weeks prior to 
the expected date of return from paid Leave. 

In foreign adoption cases, the adopting employee 
may take some or all the additional leave before 
the date of placement. Written notification must be 
supplied to your Manager at least 4 weeks before 
the Leave begins.
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Annual leave/public 
holiday entitlements

Your entitlement to annual leave and public 
holidays will continue to accrue as normal 
during both ordinary adoptive leave and 
additional adoptive leave.

Another benefits/
pension

All Connected Health benefits except for 
Connected Health Health Benefits (where 
applicable) and life assurance (where 
applicable) will cease for the duration for 
Adoptive Leave. All pension contributions 
(where applicable) will cease for the duration 
of adoptive leave.Return to work

Employees must give at least 4 weeks’ 
notice in writing of their return to work after 
adoptive leave or additional leave. Where 
the employee has not given the required 
notification under the Act or this policy, 
Connected Health may consider disciplinary 
action up to and inclusive of termination 
of the contract of employment. You will be 
entitled to return to work after adoptive leave 
ends, unless it is not reasonably practical 
for Connected Health to allow you to return 
to your old job. If this is the case you will be 
offered a suitable alternative on terms no 
less favourable compared with your previous 
job including any improvement in pay or other 
conditions, which occurred while you were on 
adoptive leave.
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This policy extends to any employees who are 
relevant parents in relation to a child as defined by 
the Paternity Leave and Benefit Act 2016. There 
is no obligation under Irish law for the Company 
to pay an employee whilst the employee is on 
Paternity Leave; the Company does not pay for 
Paternity Leave. Employees on Paternity Leave are 
entitled to claim social welfare benefit during the 
period of Paternity Leave. You should apply to the 
Paternity Benefit Section, Social Welfare Services 
Office.

It is the policy of Connected Health to provide 
paternity benefits that fully comply with the 
law on paternity rights. The policy applies to all 
members of staff and aims to inform them of their 
entitlement to contractual and statutory paternity 
rights and to ensure those rights are understood.

The following summarises the arrangements within 
Connected Health and ensures compliance with 
Paternity Leave and Benefit Act 2016 and any 
subsequent amendments. A Connected Health 
employee who is to become a relevant parent to a 
child, subject to the conditions set out in legislation, 
is entitled to a period of paternity leave of 2 
working weeks. Other than certain circumstances 
outlined in the legislation, the leave will comprise 
a single period of two weeks. owever, in order 
to avail of this right, the employee must notify 
Connected Health, in writing, of their intention 
to take paternity leave as soon as is reasonably 
practicable, but not later than four weeks before 
the commencement of paternity leave.

At the time of notification, or as soon as reasonably 
practicable afterwards, the employee must give 
their employer a copy of the medical certificate 
confirming the pregnancy of the expectant mother 
and confirming the expected week of confinement 
of the expected mother. In the case of adoption 
(other than intercountry adoption effected or to be 
affected outside the state) notification, in writing, 
of the expected day of placement is required as 
soon as reasonably practicable by using the Form 
found in Appendix 3 of the Handbook. A copy of 
the certificate of placement issued to the adoptive 
parent/s must be supplied as soon as possible but 
no later than 4 weeks after the date of placement.

It is ultimately at the employee’s discretion as to 
when they wish to take the period of paternity 
leave if this is not earlier than the date of 
confinement or day of placement and not later than 
26 weeks after such date or day.

In circumstances where the birth of a child is 
early (Early Confinement), occurring 4 weeks or 
more before the expected date of confinement, 
the parent may still avail of paternity leave, if 
notification is received within 7 days commencing 
on the date of confinement.

During any period of absence from work on 
paternity leave, an employee’s statutory and 
contractual rights remain preserved (other than the 
employee’s right to remuneration). Absences while 
on protective leave cannot be regarded as part of 
an employee’s sick leave or annual leave.

Paternity Leave

Paternity benefit

Paternity Benefit is a payment made to employees 
in Ireland on paternity leave from work and who 
have paid a certain amount of PRSI (Pay Related 
Social Insurance). 

You need to apply for the payment 4 weeks before 
you intend to go on paternity leave to the Paternity 
Benefit Section, Department of Social Protection.
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Antenatal classes
If you are an expectant father you are also 
entitled to a once-off right to time off from 
work, without loss of pay, for the purpose of 
attending the last two ante natal classes in a 
set of such classes attended by the expectant 
mother of your child before the birth of the 
child. Save for emergency situations, this 
right is subject to you giving the Company 
at least two weeks’ notice before the first 
class or class concerned and appropriate 
documentation giving the dates and times of 
the classes.
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There is no obligation under Irish law for the 
Company to pay an employee whilst the employee 
is on Parents Leave; the Company does not pay 
for Parents Leave. Employees on Parent’s Leave 
are entitled to claim social welfare benefit during 
the period of Parents Leave. You should apply 
to the Parents Benefit Section, Department of 
Employment Affairs and Social Protection. It is the 
policy of Connected Health to provide Parent’s 
Leave benefit that fully complies with the law. 
This policy applies to all employees who qualify 
under the Act and who have completed 12 months 
continuous service with the Company. It aims to 
inform employees of their statutory entitlements 
and to ensure those rights are understood.

The following summarises the arrangements 
within the Company and ensures compliance with 
the ‘Parent’s Leave and Benefit Act 2019’ and any 
subsequent amendments. A Company employee 
who is to become a relevant parent to a child, 
subject to the conditions set out in legislation, is 
entitled to a period of Parent’s Leave of 2 working 
weeks. This can be taken in two separate single 
blocks with prior approval from management. 

However, in order to avail of this right, the 
employee must notify the Company, in writing, of 
their intention to take Parent’s Leave as soon as is 
reasonably practicable, but not later than six weeks 
before the commencement of Parents Leave.

At the time of notification, or as soon as reasonably 
practicable afterwards, the employee may be 
required to give their employer a copy of the 
medical certificate confirming the pregnancy of 
the expectant mother and confirming the expected 
week of confinement of the expected mother. In 
the case of adoption, an employee may be required 
to provide a copy of the certificate of placement 
issued to the adoptive parent/s.

It is ultimately at the employee’s discretion as to 
when they wish to take the period of Parent’s 
Leave provided that this is not earlier than the date 
of confinement or day of placement, as the case 
may be, and not later than 52 weeks after such 
date or day. During any period of absence from 
work on Parents Leave, an employee’s statutory 
and contractual rights remain preserved (other than 
the employee’s right to remuneration). Absences 
while on protective leave cannot be regarded as 
part of an employee’s sick leave or annual leave.

Parents Leave

Parent’s leave benefit
Parent’s Leave Benefit is a payment made to 
employees in Ireland on Parent’s Leave from work 
and who have paid a certain amount of PRSI (Pay 
Related Social Insurance). You need to apply for 
the payment four weeks before you intend to go 
on Parent’s Leave to the Parents Benefit Section, 
Department of Employment Affairs and Social 
Protection. 

You will be required to obtain approval from 
Connect Health for the requested Parent’s Leave 
before applying for Parent’s Leave Benefit. 
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Postponement
Requests for Parent’s Leave may be 
postponed for up to 12 weeks. Grounds for 
such a postponement include lack of cover, 
other employees are already on Parent’s 
Leave, the nature of your duties, seasonal 
variations in the volume of work and any 
other relevant matters. Postponement 
will be submitted in writing, no later than 
four weeks before the proposed date of 
commencement of the leave, specifying the 
grounds for the postponement. Consultation 
with the Employee will take place before any 
notification of postponement. Employees, 
who wish to appeal against the Manager’s 
decision to postpone a period of Parent’s 
Leave, should appeal by putting brief details 
of their appeal, in writing to the Appeal 
Manager in accordance with the Grievance 
Policy.
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Parental Leave applies to all employees who have 
completed 12 months’ continuous service and 
allows you to take unpaid leave for each eligible 
child. The entitlement for Parental Leave is 
governed by the Parental Leave Acts 1998-2019. 
You have a statutory entitlement to take Parental 
Leave as outlined below;

• Full entitlement in one continuous block.
• Two separate blocks of a minimum of six weeks 

each. In this situation, there must be at least 
ten weeks between each block of leave.

• Otherwise, it can be arranged through an 
agreement with the employer and in this case, 
the leave may be broken down into days or even 
hours. Please note, this will be viewed on a case 
by case basis and not an automatic entitlement.

In circumstances where employees may have used 
some or all of their Parental Leave entitlements 
before their child turned 8 years old, you may now 
be entitled to the additional Parental Leave, as 
outlined below;

• Employees that took all 18 weeks of their 
Parental Leave before the child turned 8 
years old are to be considered, as they may be 
entitled to 4 more weeks of leave up until the 
child is 12 years of age. 

• Employees that took some but not all their 
Parental Leave before the child was 8 years old, 
will now be entitled to take those outstanding 
weeks and the newly entitled additional weeks 
until the child is 12 years of age.

Where a child is approaching the age threshold 
set out above and you have more than 3 months 
but less than 12 months service you will be 
entitled to pro-rata Parental Leave. Requests for 
Parental Leave must be applied for in writing, to 
your Manager, six weeks before the requested 
commencement date.

The leave must be taken before the child reaches 
12 years of age. In the case of adoption, you have 
a statutory entitlement to Parental Leave within 2 
years of placement where the child is nearly 8. In 
the case of a child with a disability or a long-term 
illness leave may be taken up to 16 years of age. In 
addition, an extension may also be allowed where 
illness or other incapacity prevented you taking the 
leave within the normal period.

The leave applies for each child and is granted to 
each parent. If both parents work for Connected 
Health, you may transfer 14 weeks of your parental 
leave entitlement to each other, if agreed by 
the Company. You should notify the company in 
writing specifying the commencement date and 
the proposed duration of the parental leave. Your 
entitlement to annual leave and public holidays will 
continue to accrue as normal during parental leave.

Parental Leave
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Postponement
Requests for parental leave may be postponed 
for up to 6 months. After that, the leave will 
not be postponed without further written 
agreement. Grounds for such a postponement 
include lack of cover or the fact that other 
employees are already on parental leave. 
Normally only one postponement is allowed, 
but it may be postponed twice if the reason 
is seasonal variations in the volume of work. 
Postponement will be submitted in writing, 
no later than four weeks before the proposed 
date of commencement of the leave, 
specifying the grounds for the postponement. 
Consultation with the Employee will 
take place before any notification of 
postponement. Employees, who wish to 
appeal against the Manager’s decision to 
postpone a period of Parental Leave, should 
appeal by putting brief details of their 
appeal, in writing to the Appeal Manager in 
accordance with the Grievance Policy. Parental 
leave is to be used only to take care of the 
child concerned. If the parental leave is taken 
and used for another purpose the employer 
is entitled to cancel the leave and take  
disciplinary action.

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

Return to work
Parents returning back from Parental Leave 
will have the right to request a change to 
their working hours for a set period. The 
Company will consider such a request but 
are not required to grant it. The Company will 
check with previous employers to get current 
parental leave balances. The Company will also 
keep copies of all relevant documentations on 
your file, maintain records of parental leave 
entitlements and balances and may supply, 
upon request, your parental leave balances to 
a new employer.

Compassionate Leave will be granted to all 
employees regardless of their length of service to 
Connected Health. The length of this Leave will 
be determined by the relationship between the 
employee and the deceased person.

In the unfortunate event of a bereavement 
occurring, your Manager will use his/her 
discretion in granting the appropriate length of 
Compassionate Leave.

Bereavement
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The purpose of Force Majeure Leave is to provide 
limited paid leave to enable you to deal with family 
emergencies resulting from injury or illness of 
a family member, as defined below. You will be 
entitled to:

• up to 3 days paid Force Majeure Leave in any 
consecutive 12- month period; or

• up to 5 days in a 36 consecutive month period.

Absence for part of a day is counted as a full day of 
“force majeure” leave.

Entitlement to “force majeure” leave is limited to 
circumstances where your immediate presence at 
the place where the ill or injured person is situated 
is indispensable. A dependant person, as per the 
Act, is defined as:

The husband, wife or partner, child or parent of an 
employee. It includes someone living in the same 
household as a member of the family such as an 
elderly aunt or grandparent, but not tenant or 
boarders living in the family home. A Dependent 
may also be someone who reasonably relies on 
the employee for assistance, such as an elderly 
neighbour living alone who finds themselves in an 
emergency.

Force Majeure Leave will be granted in respect 
of the illness or injury of the following family 
members: child/adopted child; spouse/partner; a 
person with whom you are in loco parentis; your 
parent or grandparent; your brother or sister; Person 
who resides with the employee in a relationship of 
domestic dependency.

Employees are not permitted to use this type of 
leave to attend planned occasions such as a school 
play or to take a dependent to a routine or planned 
medical appointment. Force Majeure should also 
not be used when attending to domestic situations 
such as burst pipes or a broken-down vehicle.

You must notify your Manager in writing giving 
reasons for your request as soon as is practicable 
by using the Form found in Appendix 5 of the 
Handbook. At a minimum, as soon as is reasonably 
practicable after your return to work after an 
absence of “force majeure” leave, you must confirm 
that you have taken the leave in writing to your 
Manager. Where an employee must leave work on 
the first day, regardless of the time, it is classed as 
one day’s force majeure leave. Where the leave is 
taken for any other purpose, Connected Health will 
use normal disciplinary procedures.

Force Majeure Leave

Depending on the course of study, Connected 
Health will consider applications for leave of this 
nature on a case-by- case basis. 

Any leave for study, unless authorised by the 
Company, will be considered part of annual leave.

Examination/Study Leave

Employees should, if possible, make appointments 
outside of normal working hours. 

Where this is not possible, the decision to grant 
time off will be at the discretion of management.

Doctor/dentist/hospital appointment
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In exceptional circumstances, Personal Leave may 
be granted, with the approval of your Manager.

Such Leave is entirely at the discretion of 
Connected Health.

Personal Leave

If you have completed 12 months continuous 
employment with us, you are entitled to unpaid 
carer’s leave in order to care for a person (a 
“Relevant Person”) who requires full-time care and 
attention in accordance with the provisions of the 
Carer’s Leave Act, 2001. Should an employee wish 
to avail of carer’s leave for 2 different people, six 
months should have lapsed since the termination 
of the initial period of carer’s leave. The minimum 
period of leave is 13 weeks and the maximum 

period of such leave is 104 weeks; as such, 
Connected Health may refuse requests for periods 
less than 13 weeks outlining this reason in writing. 
A Relevant Person is a person who is over the age 
of 16 and is so incapacitated as to require full-time 
care and attention or a person who is under 16 
and in receipt of a Domiciliary Care Allowance. You 
may be entitled to receive Carer’s Benefit whilst 
on leave. You should apply to the Carer’s Benefit 
Section at your local Social Welfare Office.

Carer’s Leave

Notice
The employee should provide their Manager 
with a minimum of 6 weeks’ notice when 
requesting a period of carer’s leave outlining 
the proposed date the employee would like 
the leave to begin, the duration of the leave 
and the way in which the leave will be taken. 
If an employee wishes to revoke the notice 
of their intention to take Carer’s leave, they 
must do so in writing prior to the date of the 
confirmation document.

Public holidays and 
annual leave

You are only entitled to annual leave and 
public holidays in respect of the first 13 
weeks of carer’s leave. 

Other benefits
In the case of benefits for which the 
employee pays (i.e. pension, VHI), employees 
will have the option of continuing to pay 
their contribution. The employee will need 
to decide with payroll regarding when the 
deductions should be made. If an employee 
does not wish the benefit to continue, they 
should notify payroll to suspend this benefit.

Return to work
You will be entitled to return to work after 
carer’s leave ends, unless it is not reasonably 
practical for Connected Health to allow you to 
return to your old job. If this is the case, you 
will be offered a suitable alternative. You must 
provide your Line Manager with a minimum of 
4 weeks’ notice of your intention to return to 
work following the period of leave.
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In accordance with the Juries Act 1976 a member 
of staff may be called upon to do Jury Service or 
as a State Witness and consequently leave with 
full pay which will be provided without loss of any 
other employment rights. 

Please inform your Manager. If an employee is 
released early from jury service on a day, he/she 
should attend at work for the remainder of the 
day. Connected Health aims to fully comply with all 
employment regulations.

Jury Service

We understand that your holidays are very 
important to your working life. It allows you to 
catch up with family and friends and take a well-
earned rest from work. The annual leave policy 
outlines the general principles of taking holidays, 
religious holidays, and absences’ during holidays, 
leavers and holidays and public holidays.

Your holiday year begins on 1st January and ends 
on 31st December each year. Your annual holiday 
entitlement is shown in your individual statement

of main terms of employment. For part time or 
casual employees, your annual leave entitlement 
will be 8% pro- rata based on the number of hours 
worked. This will be subject to a maximum of 4 
working weeks per annum.

It is our policy to encourage you to take all your 
holiday entitlement in the current holiday year. In 
accordance with the Organisation of Working Time 
Act, 1997 payments will not be given in lieu of 
holidays. 

Annual holidays

Conditions applying to your 
annual holiday entitlement

An annual leave form must be completed by all 
staff when applying for leave. The form, which can 
be found in Appendix 1 of this Handbook, should 
be submitted to your Manager for authorisation 
before making any firm holiday arrangements. 
There are set periods each year when you are 
required to take your holidays. Holidays are to be 
taken as follows:

Leave to Take Date Period
1 Week in Winter             [8th January – 30th April]
2 Weeks in Summer        [1st May – 31st August]
1 Week in Autumn          [1st September – 8th December]
Special requests will be considered.

1. Holiday Notice – employees are required to give 
two weeks’ notice for odd single days. Employees 
are required to give at least 8 weeks’ notice for one 
consecutive weeks annual leave or more.
2. You may not normally take more than two
working weeks consecutively, although special 

requests will be considered.
3. Holidays are paid at normal basic pay.
4. Every effort will be made to accommodate 
employees’ requests for leave, however, in the 
interest of the business and its clients, leave will 
not normally be granted during peak periods of 
business unless there are exceptional individual 
circumstances. These periods will vary and 
furthermore may change and from year to year.
5. In exceptional circumstances such as unexpected 
and business critical events, the authorisation 
given to employees to take leave may need to be 
retracted. In most cases every effort will be taken 
to ensure both parties agree, and every effort will 
be made to ensure reasonable notice is given.
6. Connected Health reserves the right to require 
you to take unused annual leave as part of your 
notice period even where an annual leave request 
has been previously approved for a period following 
the notice period.
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Holiday approval process
The employee’s Manager must approve 
all holiday requests before it is taken, and 
employees should be aware that holidays 
booked at short notice may not be granted.
Once “approved” or “not approved” by the 
Manager, the employee should be informed 
and given reasons for refusal where 
applicable. ONLY on confirmation of approval, 
should the employee commit themselves to 
any holiday arrangements. 

Any employee who takes annual leave, which 
has not been previously approved, will be 
subject to disciplinary action. Where there are 
conflicting holiday requirements, priority will 
be given to the employee whose request was 
received first.

Once approval has been given, it will not 
normally be withdrawn. However, in unusual 
and rare circumstances Connected Health 
reserves the right to withdraw such approval 
where this must be done because the needs 
of the business. Every effort will be made to 
minimise inconvenience or hardship and to 
give reasonable notice of a withdrawal of at 
least the same period of the leave requested.

Carry over and holiday 
balances

Employees are required to take all their 
accrued holidays during the holiday year. 
Employees must manage their holiday balance 
to ensure that they keep enough holidays to 
meet their leave requirements throughout the 
year. All holiday entitlement must be taken 
within the holiday year. The only exceptions to 
this are where an employee is unable to take 
all their holiday entitlement within the holiday 
year because of business or personal reasons, 
the remaining holiday days may be carried 
over for a period of six months however this is 
upon prior approval from management.

Religious holidays
The Company values the diversity of 
Employees and recognises the cultural 
differences of different religions, religious or 
similar philosophical beliefs. Those wishing 
to observe other religious holidays may be 
granted paid leave as part of their annual 
holiday entitlement. Employees should make 
their Manager aware of requirements to take 
time off to observe religious practices and as 
with all requests for time off, adequate notice 
should be given.

Absence and holidays
Where an employee is on annual leave and is 
prevented from enjoying the full benefits of 
their leave due to sickness, provided that the 
leave is certified by a doctor, the Company 
may agree that the leave will be taken at an 
alternative date in line with the Organisation 
of Working Time Act, 1997.

Late return from 
holiday

If for any reason Employees know that they 
will be late returning from holiday, they must 
contact their Manager and notify their late 
return as soon as possible. Failure to do so 
will render them liable to disciplinary action 
up to and including summary dismissal, for 
unauthorised absence. If the late return is as 
a result of illness, which also involves travel 
in another country, then proof of the original 
flight return date and subsequent booking of 
the new return flight will be required.



31

hr@connected-health.ieEmployee Handbook
ROI

New employees
Interview candidates should be asked if they 
have any holidays booked with the aim of 
honouring these holidays whenever possible. 
New employees should declare holiday upon 
commencing employment. Every effort will be 
made to meet the needs of a new employee 
in respect of commitments to holidays already 
booked. Employees will accrue entitlement 
to paid holiday from the first day of their 
employment. Holiday entitlement for a new 
employee is calculated on a pro rata basis from 
the first day of employment to the last day of 
the leave year.

Public holidays
Your entitlement to public holidays and to any 
additional payment, which may be made for 
working on a public holiday, is shown in your 
individual statement of your main terms of 
employment.

There are nine official public holidays 
throughout the year for which employees are 
entitled benefit from, provided they meet the 
correct criteria, they are:
• 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.

Leavers
Payment in lieu for any leave outstanding 
will be calculated on a pro rata basis from 
the first day of the leave year (1st January) 
to the date of leaving. This will be paid with 
the Employees final salary. If more holiday 
days have been taken than accrued, the 
employee’s Manager should notify the payroll 
manager who will ensure the necessary 
deduction is made from the employee’s final 
salary. Employees who are working their 
notice will be allowed to take annual holiday 
during this period provided it has been booked 
and approved in advance. On termination of 
employment by either party the Company 
reserves the rights to require employees to 
take accrued holiday entitlement during their 
notice period.
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The normal working week will consist of 39 hours per week, Monday to Sunday. 
From time to time, based on business needs, you may be requested to work hours 
in addition to the normal working hours, and your co-operation in this regard will 
be appreciated. Where possible any such requirement will be notified to you in 
advance by your immediate Manager / Supervisor.

Hours of work

If you are going to be late for work, please contact your Manager immediately 
giving reason and approximate time of arrival. Notification should be made 
personally. Notification by text message or email will not be acceptable. In such 
circumstances where the employee is continuously turning up late to his/her 
job, the employee will be advised that this is not acceptable and that he/she 
will be monitored in future. If the problem continues to exist, then appropriate 
disciplinary action will be taken.

Lateness

Attendance & time keeping.
Regular attendance and prompt time keeping are key to running this efficient and reliable Organisation. It 
is vital that the staff is aware and understands that they are expected to be at their designated place of 
work on time, all the time. Constant lateness or non-attendance is a serious offence and disturbs other 
colleagues, management and clients. Persistent breach of this policy may lead to disciplinary action up to 
and including dismissal.
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If you are unable to attend work due to sickness, the following procedure must 
be adhered to:

Contact your Manager giving your reason for absence. In any event, they should 
be notified by no later than 2 hours before your normal starting time on the first 
day of absence.
Please clarify:
• Estimated period of absence
• If you’ll be seeking medical advice

If medical advice is sought, you must contact your manager to inform of your 
certified return to work date. Please submit all medical certificates to Director of 
Nursing on receipt. Medical certificates are only acceptable for covering a period 
of sickness for one week or less. Where a sickness exceeds two days, a medical 
certificate must be obtained, please contact your Manager to give return to work 
date. On returning to work, report to the Director of Nursing on duty on that day. 
In some circumstances a “fit to return to work” certificate may be requested. All 
medical information will be treated confidentially. Management reserves the 
right to request that you attend a doctor nominated by them at any time during 
sickness or incapacity. Notification should be made personally to your manager. 
Notification by text message, voicemail or email will not be acceptable. Messages 
should not be left with reception or colleagues to notify management of your 
absence.

Sickness
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You are entitled to Illness Benefit 
during absence as a result of sickness 
or injury, provided you meet the 
criteria laid down by the Department 
of Social and Family Affairs. You 
should claim Illness Benefit or any 
other social welfare benefit to 
which you may be entitled from the 
Department of Social Protection. 
There is no contractual Connected 
Health sick pay entitlement in 
addition to Illness Benefit/Social 
Welfare entitlement. 

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

Payment

Failure to attend work on an ongoing 
basis without receiving authorisation 
or providing a satisfactory 
explanation for non-attendance is 
deemed unauthorised leave

All attempts should be made to 
contact the Clinical Nurse Manager 
on duty or the Director of Nursing 
at earliest possible time to inform of 
non-attendance. In any event, they 
should be notified by no later than 1 
hour prior to your start time on the 
first day of absence.
If no contact is made within 3 
working days written notification will 
be sent requesting, you make contact 
immediately explaining the reason for 
this unauthorised leave.

All unauthorised leave will be 
investigated and if no reasonable 
explanation is provided, disciplinary 
action may be taken.

Unauthorised leave

Payment & unauthorised 
leave.
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Absence due to illness.
Medical Certificate

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

Unnecessary absence 
reduces efficiency

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

Absence must be notified
It is every employee’s personal responsibility 
to ensure that verbal contact is made with the 
Manager on duty to inform of any lateness or 
absence no later two hours before your regular 
starting time. This responsibility cannot be given to 
family or friends. Text messaging or emailing is not 
an acceptable form of contact. On return to work, 
employees are required to complete an ‘Absence 
Due To Illness’ (APPENDIX 6). 

Lack of dexterity or general ill health
Personal circumstances may arise in the future 
which do not prevent you from attending for work, 
but which prevent you from carrying out your 
normal duties (e.g. a lack of dexterity or general ill 
health). If such a situation arises, we will normally 
need to have details of your medical diagnosis and 
prognosis so that we have the benefit of expert 
advice. Under normal circumstances this can be 
most easily obtained by asking your own doctor for 
a medical report. Your permission is needed before 
we can obtain such a report and we will expect you 
to co-operate in this matter should the need arise. 

When we have obtained as much information 
as possible regarding your condition and after 
consultation with you, a decision will be made 
about your future employment with us in your 
current role or, where circumstances permit, in a 
more suitable role.

Other afflictions
There may also be personal circumstances, which 
prevent you from attending work, either for a 
prolonged period(s) or for frequent short absences. 
Under these circumstances we will need to know 
when we can expect your attendance record to 
reach an acceptable level and again this can usually 
be most easily obtained by asking your own doctor 
with your consent for a medical report. When we 
have obtained as much information as possible 
regarding your condition and after consultation 
with you, a decision will be made about your future 
employment with us in your current role or, where 
circumstances permit, in a more suitable role.
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There is a Personal Retirement 
Savings Account (PRSA) Scheme 
applicable to your employment 
(details of which are available 
separately).

Personal Retirement 
Savings Account (PRSA)

We provide refreshment-making 
facilities for your use when visiting 
the office, these must always be kept 
clean and tidy.

Refreshment 
making facilities

Other benefits.
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Confidentiality.

Sensitive Information
Due to the nature of our Organisation, sensitive information regarding clients should only be discussed 
with the relevant authorised persons within the Organisation:

Other Information Including:

• Information that has been acquired during, or in the course of your employment, or has otherwise 
been acquired by you in confidence.

• Relates particularly to our clients, clients or that of other persons or bodies with whom we have 
dealings of any sort, and

• Has not been made public by, or with our authority.

All such information shall be confidential, and (save in the course of our business or as required by law) 
shall not at any time, whether before or after the termination of your employment, be disclosed to any 
person without our written consent.

Keep Safe All Confidential Documents and Material
You are to exercise reasonable care to keep safe all documentary or other material containing 
confidential information including sensitive information regarding clients and shall at the time of 
termination of your employment with us, or at any other time upon demand, return to us any such 
material in your possession.

Client confidentiality is paramount
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Copyright
All written material, whether held on paper, electronically or magnetically 
which was made or acquired by you during your employment with us, is our 
property and our copyright. At the time of termination of your employment 
with us, or at any other time upon demand, you shall return to us any such 
material in your possession.

Statements to the media
Any statements to reporters from newspapers, radio, television, etc. 
in relation to our business will be given only by the Service Provider or 
authorised agent.

Copyright, media & 
computers.

Use of computer equipment
In order to control the use of Connected Health’s computer equipment and 
reduce the risk of contamination the following will apply:

New software
The introduction of new software must first be checked and authorised by 
Connected Health before general use will be permitted.

Access to computer equipment
Only authorised staff should have access to Connected Health’s computer 
equipment.

Connected health consent
No software may be brought onto or taken from Connected Health’s 
premises without prior authorisation.

Unauthorised access
Unauthorised access to the computer facility will result in disciplinary 
action.
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Electronic mail, internet & 
telephone use policy.

Copyright
Care must be taken to ensure that electronic 
communications do not infringe copyright in 
any works transmitted. This is unlikely to be a 
problem where the work has been created by 
Connected Health. However, the transmission 
of material accessed over the Internet or the 
re transmission of material received from third 
parties, may in some circumstances infringe 
copyright.

Introduction
Connected Health provides computer resources for specific staff to create an infrastructure that will 
facilitate communication within and outside Connected Health and store and process information 
required by Connected Health to conduct its business activities. The purpose of these rules is to set out 
the terms and conditions on which our staff may use Connected Health ‘s computer resources.

The email and the Internet are always to be used in a manner that is consistent with these rules when 
dealing with matters of whatsoever nature relating to Connected Health, whether working at Connected 
Health’s offices or at home. Breach of these rules will be treated as a disciplinary matter and, depending 
on the severity of the breach, may result in disciplinary action up to and including dismissal. Breach of 
these rules may also attract civil and/or criminal liability to both Connected Health and the individual. It is 
everyone’s duty to use the email, Internet and Intranet systems responsibly, professionally, ethically and 
lawfully.

Security and confidentiality
Email is not a secure medium of 
communication. Even where encryption 
or other security methods are adopted, it 
may still be possible for persons other than 
the sender or the intended recipient to 
gain access to the message at either end. 
It is therefore important that you consider 
carefully, before each message is sent, 
whether email is the most appropriate means 
of communication. In certain circumstances, 
the contents of an electronic message may 
contain material, which is confidential to a 
third party. In such cases it may be necessary 
to seek permission from the third party before 
the message is sent.

Software and Connected 
Health’s systems
No software may be used on Connected 
Health’s systems unless it has been approved 
by Management and is licensed for use by 
Connected Health on its network. Care should 
be taken to ensure that messages received 
from third parties do not contain executable 
files or other software, which may have an 
adverse effect on the operation of Connected 
Health’s systems.
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Email contracts
Contracts entered by way of email or through 
the Internet are as binding on Connected 
Health as those agreed by traditional 
methods. Consequently, you should take 
great care to ensure that no agreements or 
contracts are concluded until all the relevant 
terms are confirmed and accepted. If unsure 
in any situation, you must speak to your 
Manager before proceeding.

Restriction and monitoring of 
email use
The email system offers a fast and effective 
method of communication but there will be 
situations where phone or personal contact 
is better, particularly where the message is 
complex and/or requires an immediate response. 
Material that is fraudulent, discriminatory, 
harassing, embarrassing, sexually explicit, 
profane, pornographic, obscene, intimidating, 
defamatory of individuals, firms or corporations or 
is unlawful or which Connected Health considers 
is inappropriate may not be routed, accessed, 
downloaded, sent or circulated by email or other 
form of electronic communication (such as 
bulletin board systems, newsgroups, chat groups) 
or displayed in or stored in Connected Health’s 
systems. Where you receive email containing such 
material you should immediately report this to 
your Manager, who will inform you of the action 
that will be taken. Connected Health reserves 
the right to monitor the contents and usage of 
Connected Health’s email system and to open 
mailboxes to support operational, maintenance, 
auditing and compliance activities (including 
compliance with employee policies). Accordingly, 
you should use email with the knowledge that 
Connected Health may from time to time examine 
the content of email communications and monitor 
your use of email. 
Email monitoring systems will be used to protect 

Connected Health’s systems including to: 

• Check mail messages for viruses and clean 
them before they enter the mail system

• Filter out mail messages with attached video 
files. Video files tend to be very large. They 
can have an adverse effect on the delivery of 
other mails, especially those from the Internet

• Filter out offensive language
• Support operational, maintenance, auditing 

and investigative activities
• Verify that this policy is being complied with
• Detect employee wrongdoing and investigate 

reasonably founded suspicions of policy 
breaches or misconduct

• For security and/or network management 
reasons, and

• For other legitimate business purposes

Opening mailboxes for investigation requires 
authorisation by Management on a case-by-case 
basis. Connected Health may then search your 
mailbox, hard disk, network drive and relevant 
backups.

Permitted email use
Reasonable use by you of a personal email 
address for non-work-related matters is 
permitted provided always that such use 
does not otherwise breach these rules, is 
brief and does not disturb your work or the 
work of other employees. Connected Health 
reserves the right to withdraw this permission 
temporarily or permanently where it believes 
these conditions are not complied with.
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Evidence
You should note that both external an internal 
email communications could be produced as 
evidence in a court of law.

Incoming mail
It is important that emails received by you are 
opened, read and dealt with on a timely basis. 
You should not acknowledge messages unless 
there is a need to or you have something 
to add to the original message. Remember 
data of any type from a third party, including 
emails, may harbour viruses. You should not 
open unsolicited emails if you do not know 
their source as they may contain a virus. You 
should immediately report receipt of such an 
email to Management who will inform you of 
the action that will be taken.

Outgoing mail
It is of critical importance to ensure that 
recipients of email from Connected Health 
receive only that which it is intended they 
receive. In addition, care must be taken to 
ensure that where attachments, such as 
documents, are being sent by you that the 
correct version of the document is sent. The 
same degree of care about clarity, content and 
presentation should be taken when issuing 
documents or correspondence by email as 
when issuing documentation/correspondence 
on Connected Health letterhead.

Email Rules
DO
• Keep your non-work-related use of email to a 

minimum
• Exercise the same care when sending an 

electronic message as you would when 
sending a letter on our headed notepaper

• Assume everything you write will be 
discoverable in litigation and therefore 
become public

• When in receipt of external email, open and 
read it on a timely basis

• Remember that emails may be forwarded to 
a wider audience e.g. your intended recipient 
may have delegated access to colleagues. 
Emails are effectively published to the whole 
world, not just one recipient

• Remember that once email has been sent 
there is no way of retrieving it

• Check the address being used, in case of 
doubt, right click the address and check its 
properties Regularly housekeep your email 
account

• Inform your Manager, if you receive email 
messages, which contain offensive or illegal 
material. Inform your Manager as soon as 
possible and save a copy as evidence

• Exercise care to ensure that messages 
received from third parties do not contain 
executable files, screen savers or any 
software, which might have an adverse effect 
on the operation of our systems Cooperate 
with any security investigation relating to any 
matter covered by this policy
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Email Rules
DO NOT
• Forward chain mails
• Forward or broadcast virus alerts; always 

refer them to your Manager
• Send confidential or business sensitive 

material other than during your duties and/or 
as authorised and permitted by professional 
codes of conduct e.g. An Bord Altranais by 
email

• Send internal or external emails which:
* are defamatory o rwhich attack 
ordenigrateanyperson,groupororganisation
* are sexually explicit,offensive,obscene or 
pornographic
* are racist, sexist or which may otherwise cause 
offence or be construed as harassment
infringe someone else’s legal rights, including 
copyright, patent or trademark rights of any other 
person or organisation
* are otherwise unlawful or constitute a criminal 
offence or which could damage the reputation 
of Connected Health, our clients or any of our 
officers or employees

* would discriminate on the grounds of race, 
colour, religion, political beliefs, ethnic origin, 
sexual orientation, gender, age, disability, 
nationality, marital status, membership of the 
traveller community, intending to, undergoing or 
having undergone treatment to change sex or
* involve malicious access to internet sites by 
hacking, or involve the downloading of video files 
such as MPEG files unless directly related to work 
assigned to you.
• Represent your opinion as that of Connected 

Health
• Open unsolicited emails if you are unfamiliar 

with the source as such mail may contain a 
virus - if you receive such correspondence 
you should not open it and should refer it to 
your Manager Use email for private business, 
personal gain or activities not directly related 
to Connected Health’s business

• Store graphics and images on our email 
system, as these obstruct its functioning

• Attach to an email an active Internet link that 
has the potential to be disruptive, demeaning 
or contains offensive material.

Virus detection and 
protection
Viruses may cause substantial damage to 
Connected Health s computer systems. You are 
responsible for taking reasonable precautions 
to ensure that they do not introduce into 
Connected Health’s network any self- replicating/
propagating software that may delete or alter 
data. Connected Health will check incoming 
emails for viruses prior to passing them onto the 
intended recipient.

You may not install or use unauthorised software 
on any of Connected Health’s systems or 
download software from the Internet. Files 
or other material should not be loaded from a 
floppy disk that has been brought into Connected 
Health from an external source, unless the disk 
has first been virus-checked by Management. 
You may not use passwords or encryption keys 
unknown to Management.
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Access to and use of the internet
Permitted internet usage
Internet access through Connected Health is provided 
to assist you with your work. Use of the Internet is 
not permitted for non-work-related matters except 
in exceptional circumstances and on the specific 
instruction of your Manager.

Restriction and monitoring of internet use
Connected Health reserves the right to restrict and 
monitor the use of Internet resources. Connected 
Health monitors and reviews the traffic out to and in 
from the Internet. Connected Health employs software 
to monitor the use of web browsing facilities. A record 
of Internet sites visited by any employee through 
any of Connected Health’s connections or on any of 
Connected Health’s computers may be kept and used 
by Connected Health at its discretion. Connections 
into the network of Connected Health may only be 
arranged for and administered by appropriate staff. 
This includes individual remote access by phone, 
as well as connections by external third parties, 
for purposes such as exchanging Internet content, 
electronic commerce or other system access.Use of the 
Internet is subject to monitoring by Connected Health:
• To support operational, maintenance, auditing and 

investigative activities
• To verify this policy is being complied with
• In the course of an investigation triggered by 

indication of misuse or misconduct For security 
and/or network management reasons, and

• For other legitimate business purposes
Monitoring includes, but is not limited to, electronic 
scanning for source and destination addresses. The 
distribution of any information through the Internet 
is subject to the scrutiny of Connected Health. 
Connected Health reserves the right to determine the 
suitability of such information.

Internet rules
DO
• Use the Internet only as needed for your work or 

limited personal use as described above 

• Understand that we may be liable for what you do 
from our network, whether we know about it or not

• Help Connected Health to maintain compliance 
with software licensing – if in doubt, ask the 
Management Team.

DO NOT
• Retrieve material from the internet using our 

resources which:
* would cause offence on the grounds of race, 
colour, religion, political beliefs, ethnic origin, sexual 
orientation, gender, age, disability, nationality, marital 
status, membership of the traveller community 
or intending to, undergoing or having undergone 
treatment to change sex
* is defamatory or attacks or denigrates any person, 
group or organisation
* is sexually explicit, offensive, obscene or pornographic
* is racist, sexist or which may otherwise cause offence 
or be construed as harassment
* infringes someone else’s legal rights, including 
copyright, patent or trademark rights of any other 
person or
* organisation, or is otherwise unlawful or could 
constitute a criminal offence or which could damage 
the reputation of Connected Health
• Use passwords or encryption keys unknown to 

Management
• Download software, games or screensavers to your 

computer or to our network
• Engage in online shopping
• Engage in any form of online gambling or betting
• Participate in chat rooms or blogs
• Obtain malicious access to Internet sites by 

cracking or hacking
• Download video files such as MPEG files unless 

directly related to work assigned to you
• Bypass Connected Health’s computer network 

security by accessing the internet directly by 
modem or other means. Access to the Internet 
must only be achieved through a computer, 
attached to Connected Health’s network and thus 
through an approved internet firewall.
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Personal websites outside 
activities
It is our policy that you devote your full working 
time and loyalty to Connected Health’s business. 
Any outside business-related activities must be 
notified to Connected Health and be approved by 
your Manager to ensure that there is no conflict. 
The creation and operation of a personal web site 
is subject to this general policy if the site has any 
business or commercial application.

Use of Connected Health resources
No Connected Health resources or property of 
any type may be used by an employee in the 
development or operation of a personal web 
site. Any work carried out by employees on their 
personal web sites must be done in their own 
time and neither during working hours nor from 
Connected Health premises.

References to Connected Health
There must be no direct reference or inferred 
association to Connected Health or use of 
Connected Health logo in any part of a personal 
web site. Use of any hyperlinks to any Connected 
Health web site is strictly prohibited.

Passwords and logins
You may not print or share passwords or logins 
for access to Connected Health’s systems nor 
store them online without the prior consent of 
Management.

Personal telephone calls
Telephones are essential for our business. 
Personal telephone calls are allowed only in 
the case of emergency and with the prior 
permission of Management. Personal mobile 
phones must be switched off during working 
hours and left in the relevant staff locker if 
provided (this does not include break times). 
Furthermore, you are not permitted to make 
calls on your personal affairs from office 
telephones without the permission of your 
immediate supervisor. Connected Health 
reserves the right to charge you for such 
calls. Connected Health reserves the right to 
monitor telephone calls made by you from 
time to time and where necessary to retrieve 
voicemail messages stored to ensure the 
protection of Connected Health’s legitimate 
business interests and proper use of the 
equipment.Rules for use of personal 

mobile phones
1. During business hours the use of personal mobile 
phones is prohibited (this excludes lunch break etc). 
This includes sending/receiving text messages, 
retrieving voice mail messages etc. Personal mobile 
phones must be switched off during working hours 
and left in the relevant staff locker if provided (this 
does not include break times).

2. Failure to adhere to this policy may result in 
action being taken against the individual in line 
with the established Connected Health procedures. 
For details of our disciplinary procedures please 
refer the Disciplinary policy in this handbook.

Employee consent
By signing the Acknowledgement at the top 
of this Employee Handbook you consent 
to Connected Health monitoring, copying, 
auditing, blocking, deleting and reading 
email messages which you send, store or 
receive on Connected Health’s email server, 
both real time and after the fact, regardless 
of whether such use by you is on-site or 
remote. You also consent to Connected Health 
monitoring, in accordance with this policy, your 
telephone use and your use of the Internet on 
Connected Health’s internet server, whether 
such use by you is on-site or remote.



47

hr@connected-health.ieEmployee Handbook
ROI

Unless instructed otherwise, social media activities are considered by Connected Health 
to be ‘personal’ activities (as opposed to ‘corporate social networking’) and should 
therefore not interfere with your work commitments. You are not permitted to engage 
in social media activities on Connected Health computers or during working hours. For 
further information, please refer to our Policy on Computers, Emails & Phones.

Social media & social 
networking policy.
Connected Health recognises that social networking sites and applications, including but not limited 
to Facebook, Instagram, Snapchat, YouTube and Twitter, are an important means of communication in 
today’s environment. Due to the ever-increasing popularity and use of such sites we feel it important to 
extend our Policy on Computers, Emails & Phones and establish the parameters for accessing/using such 
sites, whilst an employee of Connected Health and thereafter. The following should be strictly adhered 
to:

You are permitted to advertise your affiliation with Connected Health/identify yourself 
as an employee of Connected Health on personal social networking sites provided that 
such advertisements/affiliations reflect positively on Connected Health and represent 
Connected Health in a positive light only and do not pose the risk of bringing Connected 
Health into disrepute.

Under no circumstances are you permitted to set up a social networking site of your own 
personal accord for the purpose of referring to Connected Health or any of Connected 
Health’s clients, partners or competitors; this applies while you are an employee of 
Connected Health and thereafter.

At all times remain conscious of the fact that your online presence reflects Connected 
Health. Be aware that your actions captured via images, posts, or comments can reflect 
that of Connected Health. Personal blogs should have clear disclaimers that the views 
expressed by the employee in the blog are the employee’s alone and do not represent 
the views of Connected Health. Be clear, write in first person and make sure it is obvious 
that you are speaking for yourself and not on behalf of Connected Health. In any event, 
Connected Health considers that the views and opinions expressed by the employee are 
theirs alone and do not necessarily represent the views of Connected Health.
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Information published on your personal blog(s) should comply with Connected Health’s 
confidentiality and non- disclosure policies. This also applies to comments posted on other 
blogs, forums, and social networking sites. Proprietary information is not to be discussed 
on social networking sites, even in private messages between site members who have 
authorised access to the information. For clarification on what is considered by Connected 
Health to be ‘proprietary information’, please consult your Non-Disclosure Agreement 
where applicable.

Expressing information should never cause harm or threaten to be harmful to any one 
person or group of people:
• Do not publish information, which you know is untrue and potentially harmful.
• Do not distort or misrepresent the content of photos, videos or other media 

without explanation of intent and permission from the information’s owner. Image 
enhancement for technical clarity is permissible.

• Avoid stereotyping by gender, age, race, colour, nationality, ethnic or national origin, 
religion, marital status, family status, sexual orientation, disability and membership of 
the travelling community.

• Do not engage in activity/statements, which might be construed as defamatory/
libellous. Defamatory statements can lead to lawsuits against the author of the 
statement, which may result in very serious and negative connotations for Connected 
Health, including bad publicity.

• Do not engage in behaviour, which may be construed as ‘bullying’ or ‘harassment’. For 
further information and examples of such behaviour, please consult our Bullying & 
Harassment Policy.

• Be respectful to Connected Health, other employees, clients, partners, and 
competitors. Do not post comments, which may be construed as negative or 
defamatory relating to Connected Health, a past/present client of Connected Health, a 
past/present colleague or any other business/competitor.

Social networking sites allow photographs, videos and comments to be shared with 
thousands of other users. However, it may not be appropriate to share work-related 
information in this way. For example, there may be an expectation that photographs taken 
at a private Connected Health event will not appear publicly on the Internet, both from 
those present and those not at the event. You should be considerate to your colleagues 
in such circumstances and should not post information where you have been asked not 
to. You should also remove information about a colleague if that colleague asks you to do 
so. Under no circumstances should offensive comments be made about Connected Health 
colleagues on the Internet; this may be considered ‘cyber-bullying’ and could be deemed 
as a disciplinary offence.

Connected Health’s relationships with our clients and partners are valuable and could be 
needlessly damaged by one careless comment. Even a positive reference could be used by 
a competitor to our disadvantage. As a result, we would ask that you do not reference or 
cite clients, partners, or competitors without their express consent.
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Connected Health logos and trademarks may not be used without written consent.

Personal blogs should not have a URL or username, which is related to/identifiable with 
Connected Health.

When using personal social networking sites, where relevant, do not use your Connected 
Health email address as your primary means of identification.

Failure to abide by the above will be taken extremely seriously and may be considered as ‘Gross 
Misconduct’; this will result in disciplinary action up to and including dismissal.

In addition to the above the following are some guidelines, which we strongly urge you to follow. 
Violations of these suggested guidelines may be considered unprofessional behaviour and may be the 
basis for disciplinary action:

Make every effort to present yourself in a mature, responsible, and professional manner 
when using social networking sites/applications.

Respect copyright laws and reference sources appropriately. Plagiarism applies online as 
well and the posting of someone else’s work without permission is not allowed (other 
than short quotes that comply with the “fair use” exceptions).

Do not use vulgar language.

Do not publish personal photographs or photographs of others that may reasonably 
be interpreted as condoning irresponsible use of alcohol, substance abuse, or sexual 
promiscuity.

Where you are signing up to a social networking site and you are required to agree to/
abide by a ‘Terms of Service’ (ToS) document in doing so, we expect that you will act 
responsibly and ensure that you read, understand and comply with this ToS document.

Be aware of the critical importance of privatizing your personal sites so that only 
trustworthy “friends” have access to the websites/applications.
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Be aware that posting certain information is illegal and you will be personally responsible 
for this. Violations of existing legislation/regulations may expose the offender to 
criminal and civil liability and the punishment for violations may include fines and 
even imprisonment. Please refer to your Contract of Employment with regards to the 
implications of conviction/imprisonment.

Be aware that no privatization measure is perfect and undesignated persons may still gain 
access to your networking site. A site such as YouTube, for example, is completely open 
to the public. It is also worth noting that such sites may be reviewed when considering a 
candidate for employment/promotion.

Please remember that although once-posted information can be removed from the 
original social networking site, exported information cannot be recovered. Any digital 
exposure can ‘live on’ beyond its removal from the original website and can continue to 
circulate in other venues. Therefore, think very carefully before you post any information 
on a website or application. Always be modest, respectful and professional in your actions.

Please note that the absence or lack of explicit reference to a site does not limit the extent of the 
application of this Policy. In the absence of clarity, you should consult with your immediate Manager; 
employees are always expected to use their professional judgment and take the most prudent action 
possible.

For further information on our Disciplinary Procedure, as well as information on our Grievance/Appeals 
procedures, please consult Grievance and Disciplinary Policies contained in this Employee Handbook.

You may not represent yourself as another person, real or fictitious, or otherwise attempt to obscure 
your identity to circumvent the above Policy.
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We maintain a policy of “minimum waste” which is essential to the cost-effective 
and efficient running of all our operations.

Minimum waste policy

You can promote this policy by taking extra care during your normal duties by 
avoiding unnecessary or extravagant use of services, time, energy, etc., and the 
following points are illustrations of this:

Machines and equipment
Handle machines, equipment and stock with care.

Conserve energy
Turn off any unnecessary lighting and heating. Keep doors closed whenever 
possible and do not allow taps to drip.

Assist colleagues
Ask for other work if your job has come to a standstill.

Productivity
Start with the minimum of delay after arriving for work and after breaks.

Avoid extravagent use of services, time and energy

Waste.
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Taking care & acting 
responsibly.

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

The following provision is an express written term of your Contract of Employment:

Insurance excess
In the event of an at fault accident whilst 
driving one of our vehicles you may be 
required to pay the cost of the insurance 
excess.

Reimbursement for 
negligence
Any damage to vehicles, stock or property 
(including non-statutory Safety Equipment) 
that is the result of your carelessness, 
negligence or deliberate vandalism will render 
you liable to pay the full or part of the cost of 
repair or replacement.

Deductions
In the event of failure to pay, we have the 
Contractual Right to deduct such costs from 
your salary.
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As you are liable to meet clients/
clients/relatives and members 
of the public, it is important that 
you present a professional image 
regarding appearance and standards 
of dress. Where uniforms are 
provided, these must always be 
worn whilst at work and laundered 
on a regular basis. Where uniforms 
are not provided, you should wear 
clothes appropriate to your job 
responsibilities, and they should 
always be kept clean and tidy.

• Full Time Staff will be provided 
with 1 Tunic and 1 Polo shirt- if 
they stay with the company for 
longer than 3 months, they will be 
provided with a second tunic.

• Part Time staff will be provided 
with 1 Tunic and 1 Polo shirt.

• Employees must wear their own 
black trousers and black closed 
toe shoes.

Dress code

Care, Nursing, Cleaning, Laundry and 
Kitchen Staff:

For Health and Safety reasons the 
only jewellery allowed are wedding 
bands and stud earrings. Hair longer 
than shoulder length must be tied up. 
Sandals, slip-ons and high heels are 
not considered safe footwear, only 
black or navy shoes with both closed 
toe and heels are to be worn. Any 
breaches of these rules may result in 
disciplinary action.

If you are unsure or have any 
queries in relation to the dress code, 
please address your queries to your 
Manager.

Uniforms

Standards of dress.
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Health and safety policy.
Connected Health takes its obligations regarding 
health and safety seriously and its objective is 
therefore to endeavour to provide a safe and 
healthy work environment as is reasonably 
practicable for all our employees, contractors, 
visitors or any other individual to whom the 
policy may apply, and who might be affected by 
Connected Health’s operations.

Pursuant to our obligations under the Safety, 
Health and Welfare at Work Act 2005 and 2010 
and the relevant codes of practice and regulations 
there under, we have prepared a Safety Statement 
based on the risks identified in the workplace 
and confirming the plans and procedures in 
place to manage and control such risks. Upon 
commencement of employment with Connected 
Health, all employees will participate in Connected 
Health orientating course, which will include 
a module on health, and safety during which 
employees will be brought through the Safety 
Statement. A copy of the document will also be 
given to employees at the commencement of their 
employment. Employees will also be furnished with 
a copy of the Safety Statement on an annual basis 
or following any amendment to it. 

It is the responsibility of all employees to familiarise 
themselves with the Safety Statement and it is a 
condition of employment with Connected Health 
that all staff members always understand and 
adhere to the health and safety at work rules. 

If there is any part of the Safety Statement, or 
other safety rules, which you do not understand, 
you must advise Connected Health who will 
ensure that the safety document and/or rules are 
explained to you. 

Connected Health is dedicated to consulting 
with employees in relation to health and safety 
matters as set out in the Safety Statement. Both 
employees and others are encouraged to put 
forward suggestions for any improvements to the 
safety document, the place of work and/or systems, 
procedures or equipment used. Please note that 
any breach of the health and safety rules or failure 
to comply in any way with the health and safety 
rules and procedures or Connected Health Safety 
Statement will lead to Connected Health invoking 
its disciplinary procedures which will lead to the 
appropriate sanctions up to and including dismissal.

All employees are required to keep their work-area 
wherever it may be in a clean, organised and safe 
condition. The work-area that is clean and tidy is 
seen by our members as a reflection of our work as 
well as being a safer place to work. All employees 
can play their part, ensuring all areas are kept tidy 
by using rubbish bins, stacking materials carefully 
and neatly. Also, any items that are lying on the 
floor pick them up. Keep it clean and orderly and 
you will have a better, easier, safer and more 
pleasant place of work.

Fire prevention and 
procedures
Employees are requested to make themselves fully 
aware of the nearest exit points, fire extinguishers 
throughout the building and main assembly point 
should there be a need to evacuate due to a fire. 

You will be informed of your assembly point upon 
joining Connected Health.
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Emergency procedures
Your personal safety is our single concern in 
the event of an emergency. It is Connected 
Health policy to immediately evacuate the 
building when the alarm has been activated.
On hearing the alarm, you should:

• Leave the building immediately via the 
nearest exit

• Go to your dedicated assembly point
• Remain at the assembly point until further 

instructions 
• Do not re-enter the building until 

authorised to do so

Employees, who have visitors during an alarm 
evacuation, must ensure that the visitors also 
leave the building immediately.
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Absenteeism
Absenteeism is a likely consequence of the use of alcohol and drugs and other 
related lapses such as unauthorised absence, lateness, excessive levels of sickness, 
etc.

Alcohol, drugs & smoking 
policy.

Higher accident levels
Another likely consequence is loss of faculties, unable to properly assess danger 
leading to higher accident levels whether driving to-and-from-work or being more 
prone to having an accident or causing an accident at work.

Under legislation we, as your employer, have a duty to ensure so far as is reasonably practicable, the 
health and safety and welfare at work of all our employees and similarly you have a responsibility to 
yourself and your colleagues. The use of alcohol and drugs may impair the safe and efficient running of 
the business and/or the health and safety of our staff or/and clients.

The effects of alcohol and drugs can be numerous. The following merely provide some examples and are 
not intended to be exhaustive.

Loss of productivity
May also lead to poor performance, having difficulty in concentrating on work 
related tasks, taking more time, making mistakes etc.

If your performance or attendance at work is affected as a result of alcohol or drugs, 
or we believe you have been involved in any drug related action/offence, you may be 
subject to disciplinary action and, dependent on the circumstances, this may lead to 
your dismissal.

Smoke free workplace
In line with statutory provisions on the issue of smoking in the workplace, this 
Connected Health operates a strict smoke-free workplace policy. Any employee who 
breaches this policy will be subject to disciplinary action up and including dismissal in 
line with our disciplinary procedure.
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Drugs and alcohol-free workplace
Connected Health realises that the misuse of drugs and alcohol impairs employee 
health and productivity. Drug and alcohol problems result in unsafe working 
conditions for all employees and clients. Connected Health is committed to 
maintaining a productive, safe, and healthy work environment, free of unauthorised 
drug and alcohol use. Connected Health has ‘zero tolerance’ to drugs and alcohol. 
Employees are not permitted to work while under the influence of drugs or alcohol. 
Any employee involved in the unlawful use, sale, manufacturing, dispensing or 
possession of controlled substances, illicit drugs and alcohol on Connected Health 
premises or work sites, or working under the influence of such substances, will 
be subject to disciplinary action up to and including dismissal and referral for 
prosecution.

Prohibition
This Connected Health prohibits the use, possession or distribution of drugs/alcohol 
by its employees on its premises, in its vehicles or during work time. The following 
are prohibited:

• As an employee of the business, you will not be permitted to consume alcohol 
on the Company premises, without prior permission from management. This 
includes at any time during or after your normal working hours.

• The unauthorised use, possession or sale/distribution of prescriptive and/or 
illegal drugs or alcoholic beverages.

• The unauthorised use, possession, or sale/distribution of a controlled substance.
• Being under the influence, impaired, or otherwise affected by drugs, controlled 

substance, or alcoholic beverages, in such a manner as to raise a reasonable 
suspicion in the mind of the observer that the employee’s job performance may 
be negatively affected or having such substances in their system during work 
hours.

No employee may report for work under the influence of drugs and must adhere to 
all medically prescribed drug instructions.

Drug and alcohol testing policy
This Connected Health reserves the right to require any employee to submit to 
a ‘Mouth Swab Test’, ‘Alco meter Testing’ (Breathalyser), blood and/or a urinalysis 
examination for the purpose of detecting the employee’s use of unauthorised 
prescriptive drugs, illegal drugs, controlled substances, and/or alcohol in the 
following circumstances:

• Based on specific, objective facts and reasonable inferences drawn from those 
facts, this Connected Health has a reasonable suspicion that the employee in 
question is under the influence, impaired, or otherwise affected by the use of 
unauthorised prescriptive drugs, illegal drugs, controlled substances, and/or 
alcohol, or has such substances in his/her system, as described.
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• Based on specific objective facts and reasonable inferences drawn from those 
facts, this Connected Health has a reasonable suspicion that the employee in 
question is currently possessing on its premises unauthorised prescriptive drugs, 
illegal drugs, controlled substances, and/or alcohol.

• Based on specific objective facts and reasonable interferences drawn from 
those facts, this Connected Health has a reasonable suspicion that the 
employee in question has sold/distributed or has attempted to sell/distribute 
on Connected Health’s premises prescriptive drugs, illegal drugs, controlled 
substances, and/or alcohol.

If a positive drug and alcohol reading is recorded at any time, you will be subject to 
disciplinary action, possibly including suspension and/or termination.

If you refuse to submit to drug testing, you will be subject to disciplinary action, 
possibly including suspension and/or termination.
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You must wash your hands immediately before 
commencing work, after using the toilet and 
having completed specific tasks.

Washing of hands
Any cut or burn on the hand or arm must be 
covered with an approved dressing.

Dressing cuts and burns

Hygiene - food handlers & 
H.A.C.C.P.

No jewellery should be worn, other than plain 
band wedding rings and stud earrings.

Jewellery

Excessive amounts of make-up or perfume 
and nail varnish should not be worn.

Make-up and perfume

If you are suffering or present with any 
symptoms of any infectious or contagious 
disease or illness, or suspect you have 
been in contact with any person suffering 
from same, you are obliged to contact your 
Manager before reporting to work. Should 
the Company suspect that any employee has 
been exposed to a contagious disease, the 
Company reserves the right to request that an 
employee be subject to medical examination 
/ testing. Such medical examinations / testing 
will be conducted by a fully qualified and 
licenced personnel. The Company will always 
require such to ensure the health and safety 
of all employees. If you refuse to submit 
to medical examinations / testing, you may 
be subject to disciplinary action, up to and 
including dismissal.

Contact with infectious disease

You must also adhere to the HACCP 
guidelines.

Adhere to HACCP guidelines
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Service users writing wills.

Witnessing of wills

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

It is not allowed for any member of the nursing staff to witness a Will, as there 
is a possibility of relative’s later suggesting that a nurse had the opportunity of 
exercising undue influence on the patient. Advice should be sought from the 
Director of Nursing or the Service Provider.

By nursing staff

It is not allowed for any other member of Connected Health Staff to witness a 
Will, please inform the Staff Nurse or the Director of Nursing immediately, should 
a request be made.

By other members of Connected Health staff



Witnessing of wills
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General information.
Changes in personal details
You must notify us of any change of name, 
address, telephone number, etc., so that we 
can maintain accurate information on our 
records and contact you in an emergency, if 
necessary, outside normal working hours.

Other employment
If you are considering any additional 
employment you must notify us as there may 
be a question of a conflict of interest or a 
breach of the Organisation of Working Time 
Act 1997.

Time off
Circumstances may arise where you need 
time off for medical/dental appointments, 
or for other reasons. Where possible, such 
appointments should be made outside normal 
working hours. If this is not possible, time off 
required for these purposes may be granted 
at the discretion of your Manager and will 
normally be without pay.

Employees’ property
We do not accept liability for any loss of, or 
damage to, property, which you bring onto 
the premises. You are requested not to bring 
personal items of value onto the premises and 
not to leave any items overnight.

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

Gifts
If a client wants to give you anything 
including money, gifts or discarded items, you 
must first notify the office. We do not accept 
tips. A gift form must be signed by you and 
the client. Employees are requested to notify 
management of any “gifts” which are offered 
to the individual or company, from suppliers 
due to purchasing incentives.

Redundancy
It is recognised that business or economic 
circumstances may arise which will leave 
Connected Health with no alternative but to 
declare a redundancy. If employees are made 
redundant, the prime consideration will be to 
protect the employment of as many people as 
possible, consistent with maintaining the full 
efficient operation of the business. Selection 
would therefore take place based on retaining 
the necessary skills and expertise required 
for the survival of an efficient operation. 
Connected Health reserves the right to use 
a ‘selection matrix’, where appropriate, in 
order to identify those individuals to be made 
redundant; the terms of the matrix will be 
outlined as part of the redundancy process 
and where this process has been activated i.e. 
we will inform you of the criteria we intend 
to use. All other factors being equal, and 
subject to the retention of necessary skills 
and expertise required, the concept of last in, 
first out will apply. Any redundancy payments 
will be made in conjunction with Redundancy 
Payments Acts, 1967-2007.
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Lay off/short time
While it is Connected Health’s intention to 
provide continuity of employment, it should be 
recognised that there may be circumstances 
outside Connected Health’s control which 
necessitate short time working or lay off. 
In order to delay, and if possible, avoid such 
circumstances, employees must be prepared 
to accept responsible alternative work if 
their own work is not available. Should the 
need arise to put staff on short time or to lay 
them off, Connected Health will give as much 
notice of such changes as is reasonable in the 
circumstances. Employees will only be paid for 
actual hours worked during such periods.

Right to search
Connected Health reserves the right to 
search an employee at any time. Should this 
be required, Management are authorised 
to conduct the search and no one else. In 
the event of a search, an employee will be 
entitled to have a witness of his/her choice in 
attendance. The search may be conducted on 
the employee, his/her property, motor vehicle 
or locker (if provided). Any employee found in 
unauthorised possession of articles belonging 
to Connected Health, or to another employee 
or client etc. is subject to dismissal and may be 
prosecuted.

Retirement age
The retirement age is the date of your sixty 
fifth birthday. This date may be extended with 
the approval of Management.

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

Open door policy
Connected Health operates an ‘Open 
Door Policy’. This policy in place to ensure 
open communication is always maintained 
between employees and management within 
Connected Health. Connected Health will work 
to ensure that employees will have constant 
access to their Line Manager. Employees 
should ensure they utilise the ‘Open Door 
Policy’ to ensure their duties are carried out to 
the best of their ability.

Virtual investigation/
disciplinary meetings
Our policy regarding investigation and 
disciplinary meetings is that these should be 
conducted face-to- face, where possible. In 
the event that it is not possible to conduct 
meetings face-to-face, due to but not limited 
to, geographic constraints, home working, 
travel difficulties, Government and health 
policy, you will be required to engage with 
the Company via other means including 
video conferencing. The Company will only 
utilise these services where the security and 
encryption of these platforms conform to our 
Data Protection standards. These meetings 
will be recorded by the Company and a 
transcript, and/or copy of the actual meeting 
will be provided thereafter. Please note, video 
conferencing will only proceed where both the 
audio and visual quality meets our minimum 
acceptable standards.
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Closed circuit 
television (CCTV)
Closed Circuit Television (CCTV) cameras are 
used on our premises for security purposes. 
We reserve the right to use any evidence 
obtained in this manner in any disciplinary 
issue.

Severe weather policy
This policy is designed for situations whereby 
employees are absent from work due to 
severe weather events out of their control, 
resulting in an employee being unable to 
attend for work. Where an employee is unable 
to attend for work in these circumstances, 
all absences must be notified in accordance 
with the absence reporting procedures laid 
down in this Employee Handbook. Failure 
to notify your Manager of your absence 
may result in disciplinary action. There is no 
obligation under Irish law for the Company to 
pay employees for days that are not worked. 
Payment is at the discretion of the Company 
for absence due to severe weather events. 
The Company holds the right to request 
that days absent in these circumstances 
be taken as annual leave or unpaid time off 
following approval with Management. Where 
the Company cannot operate due to severe 
weather, you will be notified by your Manger 
as soon as is reasonably practicable. The 
Safety of employees is always paramount. 
The Company reserves the right to place 
employees on a period of layoff during severe 
weather events. Should a period of layoff be 
necessary, this will be communicated to you 
in advance. Where possible, the Company may 
request employees work remotely from home 
during such events. The Working from Home 
Policy should be strictly adhered to during this 
time. More information can be obtained from 
your Manager.

Client feedback
Connected Health welcomes feedback 
from clients and clients. Service Users are 
entitled to make comments, complaint or pay 
compliment at any stage with Connected 
Health. Feedback can be made in writing or 
verbally to management or an employee. 
Where an employee receives feedback, they 
should in turn report this to a manager. Where 
feedback is received the employee and/or 
manager should ascertain the following:

• What service is the feedback regarding?
• What occurred leading up to the 

complaint/feedback? 
• Who is the feedback involving?
• The date and time the feedback was 

received

Where Service Users wish to raise a complaint, 
they should be requested to put it in writing 
to management. The Service User will 
receive acknowledgment of the complaint 
within two working days. An investigation 
may commence following the complaint. 
The Service User should be kept up to date 
regarding the on goings of the investigation. 
All parties involved in the investigation should 
be notified of any action taken as a result of 
the investigation and complaint. Employees 
may be subject to disciplinary action following 
a complaint and investigation where they 
are central. Depending on the severity and 
outcome of the investigation, the employee 
may be subject to dismissal. Similarly, an 
employee may be relieved from duties with a 
Service User during an investigation or from 
the findings the investigation.
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Visitor parking, selling, 
collections & friends/
relatives contact.

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

Visitor parking
To avoid congestion, all vehicles must be 
parked only in the designated parking areas. 
No liability is accepted for damage to private 
vehicles; however, it may be caused.

Friends or relatives contact
You should discourage your friends and 
relatives from either calling on you in person 
or by telephone except in an emergency.

Collections from employees
Unless specific authorisation is given by 
Management, no collections of any kind are 
allowed on our premises.
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Training and supervision
If the nature of your job changes, we will make every effort to ensure that you understand 
the level of performance expected of you and that you receive adequate training and 
supervision. If we have concerns regarding your capability these will be discussed in an 
informal manner and you will be given time to improve.

Capability & competence.

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

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

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

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

Job Changes

Introduction
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Job Changes

Introduction Disciplinary procedure
Connected Health is committed to treating all staff fairly and equitably and 
to helping employees perform effectively. However, there will be occasions 
when it may be necessary to invoke Disciplinary Procedures, which are 
designed to protect the interests of both the Organisation and its employees. 
All employees’ rights to natural justice and fair procedures will always be 
upheld.

Principles
This policy applies to all employees throughout the 
Organisation. The progressive steps in this policy may be 
skipped when applied to employees during their initial 9 
months of employment or in circumstances where gross 
misconduct has occurred or where deemed necessary due 
to the seriousness of the misconduct. Where there is a 
persistent failure on the part of an employee to adhere to 
the policies and standards of behaviour expected, or where 
serious breach of this policy occurs, then disciplinary action 
may become necessary. Where this situation arises, each 
case will be treated consistently and fairly. The member of 
staff will be given full opportunity to provide their version of 
events with any extenuating circumstances to be considered.

Connected Health will use their best efforts to:

• Ensure that all cases are thoroughly investigated
• Avoid any discrimination 
• Adhere to procedure(s) 
• Treat all staff fairly

Minor breaches or misconduct may simply result in informal 
advice being given by the employee’s manager without 
having to resort to disciplinary action. If this approach is 
not successful it will then be necessary to use the formal 
disciplinary procedure.

In certain circumstances it may be necessary to suspend the 
member of staff on full pay whilst an investigation is carried 
out.

Disciplinary overview.
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Misconduct.
The under mentioned rules provide a few examples – the list is not intended to be exhaustive:

• Failure to abide by the general health and safety rules and procedures 
• Persistent absenteeism and/or lateness
• Unsatisfactory standards or output of work
• Unauthorised use or negligent damage or loss of our property 
• Disruptive Behaviour
• Failure to maintain the required dress code 
• Abusive language

The under mentioned rules provide a few examples – the list is not intended to be exhaustive:

• Neglect of duties that could result in the injury/harm to client
• Rudeness towards clients, objectionable behaviour or use of bad language
• Gross indecent or immoral behaviour, deliberate acts of unlawful discrimination or serious acts of 

harassment
• Dangerous behaviour, fighting or physical assault/abuse
• Incapacity at work or poor performance caused by intoxicants or drugs
• Possession, supply or use of illicit drugs
• Deliberate falsification of any records (including time sheets, absence records and so on, in respect of 

yourself or any fellow employee)
• Providing our competitors with confidential Connected Health information including sight of our 

policies, procedures and working practices
• Smoking in breach of Connected Health policy/designated non-smoking areas
• Deliberate failure to carry out instructions
• Breach of Code of Professional Conduct
• Deliberate damage to Connected Health property
• Deliberate poor work performance
• The taking of any property/money/owned by clients and/or colleagues and/ or the taking of 

property/ money belonging to Connected Health without authorisation
• Deliberate misrepresentation
• Sexual Harassment
• Sleeping while on duty
• Elder Abuse
• Any breach of HIQA procedures or policies
• Breaches of the Dignity at Work policy

Minor misconduct

Gross misconduct
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Disciplinary procedure.

Where a Manager has an issue with an individual’s performance or behaviour, it may be beneficial to 
proceed informally, unless it is necessary to go directly to the formal procedure. The Line Manager will 
meet with the employee and discuss clearly:

• The standard of performance and behaviour expected of them at work
• The period over which the improvements in standards must be achieved
• The formal procedure which will follow if there is no improvement.
• In the case of behaviour and/or misconduct, Connected Health will usually follow the formal 

disciplinary route.

Informal disciplinary procedure

The following disciplinary procedures will apply 
in matters of discipline, gross misconduct, the 
constant repetition of minor offences, wilful 
negligence or unsatisfactory performance or 
written complaints against employees received 
through the Grievance Procedure, which are found 
to be proved against the employee.

In matters of Workplace Incivility, the Company 
will endeavour to address this informally. The 
Company reserve the right to use CCTV footage 
to demonstrate examples of employee behaviour 
that may constitute Workplace Incivility, where 
appropriate. Please note, the following disciplinary 
procedures will apply in matters of discipline where 
the constant repetition of Workplace Incivility are 
found to be proved against the employee.

At each stage of the procedure a disciplinary 
meeting will be held where all the facts will be 
considered, and any mitigating circumstances 
discussed. 

All Employees may be accompanied at these 
meetings, by a fellow colleague of their choice, 
if he/she wishes. All warnings issued under this 
procedure will clearly state that the employee will 
be liable for further disciplinary action should their 
performance not improve, or should there be a 
further breach of Connected Health regulations. In 
the event of no further misdemeanours occurring 
and improved performance within the time frame 
the warning will be removed and the employees file 
will be cleared.

Other than for an “off the record” informal 
reprimand, employees have the right to be 
accompanied by a fellow employee, who may act as 
a witness or speak on your behalf, at all stages of 
the formal disciplinary process. However, they are 
not there to answer questions on your behalf.

All staff will be advised of their right to appeal 
against any disciplinary action taken. The following 
is an outline of the Formal Disciplinary Process:

Disciplinary procedure
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Employees will be made aware of any complaint against him/her; this will be confirmed in 
writing. Employees will be made aware of and understand any complaint made against 
them. Therefore, before any disciplinary hearing, the employee must receive in writing, 
details of their alleged conduct, characteristics or other circumstances, which have led to 
contemplation of disciplinary action.

The employee will be invited to a formal meeting to hear the allegation against him/her. 
Adequate notice will be given to the employee. Employees should have a minimum of 48 
hours’ notice to attend a hearing in order to prepare a defence and organise appropriate 
representation.

Employees may be accompanied by another employee or representative to any stage 
of the formal process. The employee may, if they wish, be accompanied to each formal 
stage of the procedure by another appropriate work colleague or representative, in line 
with the Code of Practice on Grievances and Disciplinary. The person accompanying will 
not be permitted to answer questions put directly to the employee. The Line Manager 
conducting the disciplinary hearing will be accompanied by someone else from Connected 
Health to take notes and to act as a witness.

Employees will be given the opportunity to state their case before any decision is reached. 
During the hearing the employee will have the opportunity to explain their case fully to 
the Line Manage and to provide details of any mitigating circumstance they believe to 
be relevant. The employee’s comments and explanations will be considered before any 
decision is made. Therefore, any decision made will take account of the employee’s record 
and all other relevant factors. If the nature of the alleged action is such that it potentially 
may amount to gross misconduct, the employee must be informed in the letter that 
dismissal may be a potential outcome.

Connected Health will give due consideration to the employee’s replies to the allegations 
set against him/her. Adequate time should be given for consideration of all the facts 
before issuing any form of disciplinary action. Any decision made will take account of the 
employee’s record and all other relevant factors. Generally, no employee will be dismissed 
for a first offence except in cases of gross misconduct.

The employee will be invited to a formal determination meeting where employees will 
be explained any penalty imposed and will understand the consequences of any further 
failure to maintain or reach the required standard. Following any disciplinary action, 
enough time must be allowed for the employee to improve their performance or meet 
the required standards – except in the cases of gross misconduct. Employees who have a 
live disciplinary on their file may not be eligible to apply for another role or be considered 
for promotion, however all decisions in this regard will be made on an individual basis in 
consultation with the Line Manager.
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Employees have the right to appeal any disciplinary decision to a higher-level Manager.
The Line Manager must inform the employee of their decision and the reason for the 
decision in writing stating the right to appeal to a higher-level Manager within 5 days of 
receipt of the letter. If an employee does appeal, they must state clearly the reasons for 
their decision to appeal in their letter.

Note: The principles of this policy will not apply during an employee’s probation period, however any 
employee dismissed during their probation should be invited to attend a meeting to discuss their 
performance, behaviour and their employment.

At the first stage of the procedure a verbal warning will be issued. A record of this verbal warning will 
be kept on the employee’s personnel file for a twelve-month period and will be disregarded after that, if 
satisfactory improvement is shown.

Stage 1 - verbal warning

Failure to improve on previous warning or if an additional or more serious breach occurs, a first written 
warning will be issued. A record of this written warning will be kept on the employee’s personnel file for 
a twelve-month period and will be disregarded after that, if satisfactory improvement is shown.

Stage 2 - first written warning

Failure to improve on previous warnings or if an additional or more serious breach occurs a final written 
warning will be issued. A record of this written warning will be kept on the employee’s personnel file for 
a twelve-month period and will be disregarded after that, if satisfactory improvement is shown.

Stage 3 - final written warning

Failure to improve on previous warnings or if an additional or more serious breach occurs, the employee 
will be suspended with or without pay. During any period of suspension, an employee is expected to 
seriously consider their future with Connected Health. A record of this suspension will be kept on the 
employee’s personnel file for a twelve-month period and will be disregarded after that, if satisfactory 
improvement is shown.

Depending on the seriousness of the matter, an employee may be suspended without pay at the Written 
Warning stage of the procedure.

Stage 4 - suspension
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Failure to improve on previous warnings or additional or more serious breach occurs or for gross 
misconduct an employee will be liable to be dismissed.

In the extreme circumstances of gross misconduct e.g. theft, breach of safety regulations, malicious 
damage to property, sleeping on duty, interfering with or falsifying information or Connected Health 
records, assaults, verbal abuse, reporting for work under the influence of drugs/alcohol, etc., an employee 
will be suspended pending a full investigation of the matter(s). If, after investigation, the case is proven, 
then the employee’s employment will be terminated without previous warning.

If the decision is to dismiss, the employee should be provided with a letter stating the reasons for 
termination of employment, the length of employment, the length of notice (whether this will be worked 
or whether there will be payment in lieu) and the effective date of termination. The letter must include 
details of the employee’s right of appeal and must be issued within two weeks of the dismissal.
Depending on the level of the offence the previous stages of the disciplinary procedure may be 
bypassed.

If you are in a supervisory or managerial position, then demotion to a lower status may be considered as 
an alternative to dismissal except in cases of gross misconduct. In exceptional circumstances, suspension 
from work without pay for up to five days as an alternative to dismissal (except dismissal for gross 
misconduct) may be considered by the person authorised to dismiss.

Stage 5 - dismissal

The disciplinary policies and procedures, which form 
part of your contract of employment, incorporate 
the right to lodge an appeal in respect of any 
disciplinary action taken against you. This should be 
lodged within 5 working days, stating the grounds 
of the appeal in writing, to the nominated Appeals 
person.

If you are appealing on the grounds that you have 
not committed the offence, it may be necessary 
for the person conducting the appeal to have 
a complete re-hearing so that there can be a 
reappraisal of all matters before a decision is made 
to grant or refuse the appeal.

You may be accompanied at the appeal hearing by 
a fellow employee of your choice, who may act as a 
witness; however, this person will not be permitted 
to answer questions on your behalf. The result 
of the appeal will be made known to you as soon 
as possible. The date of the original disciplinary 
action/dismissal shall remain effective regardless of 
the outcome of any appeal after the hearing.

Disciplinary appeals procedure
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Disciplinary appeals procedure

Purpose of grievance procedure
The purpose of this policy provides staff with a readily accessible procedure 
for addressing problems or concerns they may have regarding their work, 
management or another member of staff. This policy also ensures that staff 
may formally raise a grievance as regards any decision or action taken by 
this organisation also giving staff the opportunity to make management 
formally aware of situations where it is felt that a policy or procedure is not 
being followed or applied fairly to employees.

Grievance procedure policy
It is accepted that when people work together there will inevitably be 
situations where misunderstandings, problems or concerns need to 
be resolved. It is the policy of this organisation that a culture of good 
communications, openness and willingness to co-operate and listen 
will exist, and therefore it is envisaged that most of these issues or 
misunderstandings will be capable of being addressed informally in an 
efficient and effective manner. However, where such issues are unresolved, 
they may become grievances. Therefore, employees are encouraged to seek 
resolution of an issue by utilising this procedure.

Grievance procedure.

Informal grievance procedure - open door procedure
This is encouraged as your first effort to solve a problem. With our Open-
Door Philosophy, all employees are encouraged to approach any Manager/ 
Team Leader/ Supervisor for advice or information. We encourage free 
communication, between employees and managers. This ensures that 
questions and concerns can be discussed and where possible, resolved 
quickly to the satisfaction of all concerned.
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Formal grievance procedure
• Staff are encouraged to approach their manager in the first instance 

to arrange a meeting to discuss and attempt to resolve. They will be 
requested to set out their grievance in writing.

• The member of staff may be accompanied by a colleague of their choice 
at the meeting.

• The issue will be discussed and a reasonable timeframe for resolution 
will be then given (normally within 5 working days).

• If the employee is dissatisfied with the outcome, they may appeal to the 
Director of Nursing, or the General Manager. If the grievance relates to 
their Manager, the employee may skip directly to this stage.

• The issue will be once again discussed and a reasonable timeframe for 
resolution will be then given (normally within 5 working days, depending 
on the severity of the issue).

• If the employee is dissatisfied with the outcome of the final stage of 
the procedure, then further recourse is available, and the employee may 
request a meeting with a Director or Connected Health Owner.

• The issue will be once again discussed and a reasonable time frame for 
resolution will be then given (normally within 5 working days, depending 
on the degree of issue).

• The decision at this level, following the exhaustion of the above 
procedure will be final and no further Connected Health appeal will be 
entertained.

• If the member of staff is still dissatisfied with the outcome, they may 
then choose to seek recourse through external bodies.
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Formal investigation 
procedure.

The purpose of the investigation is to inquire 
into the complaint(s) raised. The complaint(s) 
will need to be in writing and will need 
to include the full details i.e. dates, times, 
witnesses etc.

Connected Health should identify to all 
involved who the complaint(s) will be 
investigated by.

The Investigator will initially meet with the 
complainant(s) to hear, in detail, the complaint. 
The Investigator will then prepare and agree 
a record of the meeting (i.e. minutes), which 
the complainant(s) will be asked to sign and 
date. Alternatively, the complainant(s) should 
furnish the Investigator with their complaint in 
writing, which should include a signature and 
date.

The Investigator will then meet with the 
person(s) whom the complaint is being 
made against and hear their responses. The 
Investigator will then prepare and agree a 
record of the meeting, which they will be 
asked to sign and date.

If considered necessary, the Investigator will 
then interview any relevant witnesses and 
prepare and agree a record of the meetings, 
which the witnesses will be asked to sign 
and date. All parties who participate in the 
investigative process will be required to 
respect the privacy of the parties involved by 
refraining from discussing the matter with 
other work colleagues or persons outside the 
organisation.

Copies of all such records and any other 
documents or records upon which Investigator 
will rely on in arriving at a decision, will be 
made available to the complainants and the 
person against whom the complaint(s) are 
being made in advance. Investigator will give 
all parties a time frame during which to make 
comments on the relevant documents and if 
no comments are made within this time frame, 
Investigator will assume that there is no 
comment to be made.

At all stages, the person against whom the 
complaint(s) are being made will have the right 
to employee representation and a right to 
respond to the allegations.

Appropriate confidentiality will be maintained 
during the investigation and none of the 
parties involved will be permitted to discuss 
matters connected with the investigation.

The investigation will be carried out in keeping 
with Connected Health Policy and as swiftly 
as possible. The report of the investigation 
with findings will be furnished to the parties 
involved within 10 days.
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The investigators role shall be to gather the 
evidence and to advise Connected Health 
whether, in their opinion, there are arguable 
grounds to show that the person against 
whom the complaint(s) are being made was 
engaged in inappropriate behaviour and/or in 
an affront to dignity at work. The investigator 
may also recommend measures to resolve the 
complaint and may also recommend whether 
any mitigating factors ought to be considered 
by Connected Health prior to invoking any 
further procedures.

Possible findings could be:

a. The complaints raised by complainant(s) are 
upheld
b. The complaints raised by complainant(s) are 
not upheld
c. The complaints raised by complainant(s) are 
not upheld and are considered malicious
d. The complaints raised by complainant(s) are 
not upheld, but it is found that complainant(s) 
were engaged in inappropriate behaviour and/
or in an affront to dignity at work.

The investigation will be concluded 
thoroughly, objectively, with sensitivity, the 
utmost confidentiality, with due respect for 
the rights of both the complainant(s) and the 
person whom the complaint(s) are being made 
against.
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We recognise that discrimination is unacceptable and although equality of opportunity has been 
a long-standing feature of our employment practices and procedures, we have made the decision 
to adopt a formal equal opportunities policy. Breaches of the policy will lead to disciplinary 
proceedings and, if appropriate, disciplinary action.

Statement of policy

Equal opportunities policy.

1.

The aim of the policy is to ensure no job applicant or employee is discriminated against either 
directly or indirectly on the grounds of gender, marital status, family status, sexual orientation, 
religious belief, age, disability, race or membership of the travelling community.

2.

We will ensure that the policy is circulated to any agencies responsible for our recruitment and a 
copy of the policy will be made available for all employees and made known to all applicants for 
employment.

3.

The policy will be communicated to all private contractors reminding them of their responsibilities 
towards the equality of opportunity.4.
The policy will be implemented in accordance with the appropriate statutory requirements and full 
account will be taken of all available guidance and any relevant Codes of Practice. We will maintain a 
neutral working environment in which no worker feels under threat or intimidated.

5.
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The recruitment and selection process are crucially important to any equal opportunities 
policy. We will endeavour through appropriate training to ensure that employees making 
selection and recruitment decisions will not discriminate, whether consciously or 
unconsciously, in making these decisions.

Promotion and advancement will be made on merit and all decisions relating to this will be 
made within the overall framework and principles of this policy.

Job descriptions, where used, will be revised to ensure that they are in line with our 
equal opportunities policy. Job requirements will be reflected accurately in any personnel 
specifications.

We will adopt a consistent, non-discriminatory approach to the advertising of vacancies.

All applicants who apply for jobs with us will receive fair treatment and will be considered 
solely on their ability to do the job.

Recruitment & selection.

Short listing and interviewing will be carried out by more than one person where possible.

Interview questions will be related to the requirements of the job and will not be of a 
discriminatory nature.

Selection decisions will not be influenced by any perceived prejudices of other staff.
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Dignity at work policy.

Policy 
statement

Connected Health recognises the right 
of all employees and others who work at 
our premises to be treated with dignity 
and respect. Bullying or harassment 
in any form whether perpetrated by 
our employees or by non-employees is 
unacceptable and will not be tolerated. 
Bullying and/or harassment of our 
employees by non-employees such as 
clients, clients or other business contacts 
may lead to the imposition on the non-
employee of appropriate sanctions. 
Bullying or harassment by our employees, 
whether of co-employee(s) or of any 
other person with whom an employee 
deals in the course of employment will be 
treated as a disciplinary matter subject to 
sanctions up to and including dismissal.
This policy applies to conduct which takes 
place in our premises or elsewhere in 
connection with employment with us. For 
example, conduct at work-related social 
events or business trips are covered by 
this policy. 

This policy applies to conduct occurring 
during and/or outside normal working 
hours.

We will deal with complaints of bullying 
or harassment in line with this policy. All 
complaints of bullying/harassment will 
be taken seriously and will be followed 
through to resolution. Complaints will be 
treated confidentially, fairly, sensitively 
and with respect for all parties concerned.

This policy will be updated from time to 
time to reflect changes in the law, best 
practice and other relevant factors. The 
views and suggestions of staff on how 
this policy and Connected Health’s practice 
can be improved to better prevent and 
deal with bullying and harassment are very 
welcome. Suggestions/comments should 
be made to the General Manager or to your 
manager.

What is 
bullying?

Bullying 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 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 is not 
considered bullying. Unlike in the context 
of harassment (discussed below) whether 
behaviour is bullying does not depend on 
the person being bullied being a member 
of any distinct group within society.
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Many types of conduct and actions can 
constitute bullying with some being less 
obvious than others. By way of example 
only, a pattern of any of the following 
(non-exhaustive) types of conduct would 
amount to bullying:

• Exclusion
• Intimidation
• Aggression
• Physical abuse
• Being treated less favourably than 

colleagues Intrusion – pestering, spying 
or stalking Menacing behaviour

• Verbal abuse/insults
• Excessive monitoring of work
• Humiliation
• Manipulating a person’s job content 

and targets 
• Unfair delegation of duties and 

responsibilities 
• Setting impossible deadlines
• Unjustified criticism and sarcasm

The following are examples of behaviour, 
which does not amount to bullying:

• Legitimate instructions to perform a 
task(s)

• Reasonable and essential action 
arising from the good management of 
the performance of employees

• Actions taken in furtherance of 
the safety, health and welfare of 
employees

Bullying can occur within different 
organisational and reporting structures. It 
can be confined within a given employee 
level (i.e. within a team); likewise, it can 
cross workplace reporting structures. For 
example:

• Manager to employee
• Employee to manager
• One employee to another (or group to 

group) 
• Client or business contact to employee 
• Employee/manager to client/business 

What is 
harassment?

Harassment is closely associated with, but 
is not the same as, bullying. Harassment is 
defined by reference to the Employment 
Equality Acts 1998-2015. This legislation 
describes harassment as unwanted 
conduct on any of the following grounds 
which has the purpose or effect of 
violating a person’s dignity and creating an 
intimidating, hostile, degrading, humiliating 
or offensive environment for any person:
• Gender
• Sexual orientation
• Race, nationality or ethnic origin 

Marital status
• Disability
• Religious Belief
• Family status

• Age
• Membership of the Traveller 

Community

Harassment can include words, jokes, gestures 
or the production, display or circulation of 
words, pictures or other material including by 
e-mail or by text or mobile phone messages. 
Sexual harassment is any form of unwanted 
verbal, non-verbal or physical conduct of a 
sexual nature which has the purpose or effect 
of violating a person’s dignity and creating an 
intimidating, hostile, degrading, humiliating or 
offensive environment (Employment Equality 
Acts 1998 to 2015). Sexual Harassment 
is also a form of discrimination on the 
grounds of gender in relation to conditions of 
employment.
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What is 
victimisation?

Victimisation occurs where a person is 
treated less favourably than another 
because he/she has in good faith made a 
complaint to his/her employer in relation 
to harassment or bullying behaviour or has 
sought to exercise any of his/her rights 
under the Employment Equality Acts 1998 
to 2015. 

Victimisation is prohibited by the 
Employment Equality Acts 1998 to 2015. 
Victimisation by Connected Health staff 
may result in disciplinary action (up to 
and including dismissal) for the person(s) 
responsible for the victimisation.

Commitment 
to the 
prevention 
of and 
dealing with 
bullying and 
harassment

Bullying and harassment can seriously 
affect the health and wellbeing of an 
individual. Bullying or harassment may not 
be explained/excused on the basis that 
it was carried on in good humour or as a 
joke. It is also important to remember that 
a person, though upset or offended by 
another’s actions or comments, might not 
object or express his/her discomfort, out 
of politeness, embarrassment or insecurity 
in his or her position. Connected Health is 
committed to ensuring that our workplace 
is free from bullying and harassment and 
that our work environment facilitates the 
provision of a high-quality service in an 
atmosphere of respect, openness, safety 
and equality. 

HR policies and practices will strive to 
prevent bullying and harassment. 
Management in general will be vigilant 
for signs of bullying and harassment with 
a view to taking action before a problem 
escalates and will promote awareness of 
this policy and the complaints procedure 
available. 

All employees can and are obliged 
to contribute to the creation and 
maintenance of a work environment 
free from bullying and harassment. All 
employees should afford dignity, respect 
and courtesy towards co- employees and 
others they come into contact within the 
course of employment.

Reporting 
procedure

If an employee believes that s/he is being/
has been bullied, harassed or victimised 
by a fellow employee, client or business 
contact the matter should be reported 
as soon as possible and in any case, no 
later than 6 months after the occurrence 
of the first incident or behaviour on 
which the belief is based. This timeframe 
applies to complaints made under the 
formal and informal procedure (see 
below). It is important that (unless there 
are compelling circumstances to justify 
otherwise) this timeframe is respected.
This is in the interests of both the 
employee making the complaint and the 
person against whom the complaint is 

made. The timeframe is intended to ensure 
that problems are dealt with swiftly. Also, 
having a timeframe ensures that the 
matter can be fully investigated while 
matters are still clear in the minds of all 
affected. There are no set timeframes 
for processing a complaint under the 
informal/formal procedures. This is 
because each situation will be unique and 
may require different timescales for the 
completion of the process. However, we 
are committed to ensuring that, in each 
case, enough attention and resources will 
be made available to deal with complaints 
effectively and in good time.
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Contact 
person

An employee who believes that s/he has 
a bullying or harassment complaint may 
contact the Manager who will identify the 
Contact Person for the purposes of this 
policy. The Contact Person has a listening 
brief and can explain how the policy works 
and the options open to an employee who 
wishes to make a complaint. 

The Contact Person may assist in 
considering options but will avoid directing 
an employee to one option above any 
other. The Contact Person will not get 
involved in any other way in the complaints 
procedure and is not an advocate for 
either party.

Confidentiality

It is extremely important that at all 
stages of a bullying or harassment 
complaint (whether by way of informal/
formal procedure) confidentiality is 
maintained. Consequently, any employee 
who is involved in the processing of a 
complaint whether as the person making 
the complaint, the person complained of, 
Contact Person, investigator or witness 
must keep all details relating to the 
complaint confidential. 

A breach of this requirement may be 
treated as a disciplinary matter. 
It is not possible to guarantee 
confidentiality and/or anonymity to 
anyone involved in a complaint. Moreover, 
there may be occasions when the Contact 
Person or investigator(s) may believe they 
have a duty to disclose information to 
Connected Health, particularly where s/he 
has a serious concern regarding the risk to 
the health and safety of an employee or to 
another person.

Informal 
procedure

Best practice suggests that where 
possible a complaint of bullying or 
harassment should be resolved through an 
informal procedure if this is acceptable to 
both parties.

The objective of the informal procedure 
is to allow scope for resolving problems 
quickly with minimum stress and 
conflict. Unlike the formal procedure, 
the informal process does not involve a 
full investigation to determine whether 
bullying or harassment occurred.
An employee who believes that s/he is 
being bullied or harassed should, where 
possible, explain directly to the person 
complained of that the behaviour at issue 
is unacceptable and must stop. 

Where an employee would find it difficult 
to confront the person(s) complained of 
directly, s/he should seek support and 
assistance from a colleague or the Contact 
Person.

If the employee is not satisfied with the 
outcome of this approach, or if s/he feels 
unable to take this approach, s/he should 
notify his/her manager of the situation 
or, where the manager is the person 
complained of, the Director of Nursing/
General Manager should be notified. An 
appropriately trained and experienced 
person will be designated to deal with 
each complaint (the ‘Designated Person’). 
The Designated Person will establish the 
facts, the context and decide how best to 
proceed in dealing with the matter. 
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A complaint may be made verbally or in 
writing. If the complaint is made verbally, 
a written note will be taken, which will be 
copied to the person whose behaviour is 
complained of and their response sought.
A choice not to adopt the informal 
procedure will not reflect negatively on 
either party to the process.

A method aimed at resolving the issue, 
which may include mediation, counselling, 
training or other measures will be 
agreed so that both parties can return 
to a harmonious working environment. In 
proceeding with the informal approach, 
measures to stop the behaviour and 
monitor the situation will be agreed with 
both parties.

Follw up

On-going support and/or review will be 
made available to both parties following 
the informal process. Regular checks will 
be made by the Designated Person to 
ensure that the behaviour complained of 
has ceased.

In many situations, with everyone’s co-
operation, the matter can rest here.

Formal 
procedure

The formal procedure will apply if the 
matter is not resolved informally, if either 
party does not wish to have it dealt 
with informally or if in the opinion of the 
Designated Person it is not appropriate to 
investigate the matter under the informal 
procedure. The formal procedure involves 
a full investigation of the complaint by an 
experienced and appropriate Investigator 
(external or internal as we believe 
appropriate in a case). The objective of the 
investigation is to establish whether, on 
the balance of probabilities, the behaviour 
complained of occurred.

An employee who wishes to invoke 
the formal process must make a formal 
complaint in writing, signed and dated. 
The employee making the complaint (the 
complainant) should make the complaint 
to his/her manager, or where the manager 
is the person complained of, the complaint 
should be made to the Director of Nursing/
General Manager. 

The complaint should be confined to 
precise details of alleged incidents of 
bullying and/or harassment, including 
dates, actions constituting the alleged 
bullying or harassment and names of 
witnesses where possible.

While the Investigator may wish to clarify 
aspects of the complaint, the complaint 
as set out in the written statement can 
generally not later be widened in its scope 
unless good reason can be shown for 
such an amendment. If Connected Health 
considers that the behaviour complained 
of could constitute a criminal offence the 
complaint may be referred to An Garda 
Siochana. An Garda Siochana will then 
advise whether an internal investigation 
may proceed.
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At the earliest opportunity both the 
complainant and the respondent will be 
advised of the aims and objectives of 
the formal process, the procedure to be 
followed, the likely time frame and the 
possible outcomes. The Manager will 
acknowledge receipt of the complaint and 
arrange to meet the Complainant within 
5 working days. Where this is not possible 
for either party, a date will be agreed as 
soon as practical and all parties will be 
informed of the revised timescale.

The Manager will meet with the 
Complainant to:

1. Clarify and formally record the nature of 
the complaint.
2. Ensure that the Complainant is aware of 
the next stage of the procedure.
3. Advise the Complainant that they 
have the right to be accompanied to any 
meeting by a trade union representative, a 
work colleague or if under 18 years of age, 
by a parent or guardian.
4. Consider how the Complainant and the 
Accused may avoid or minimise contact 
until the issue can be resolved. This may 
involve paid suspension of one or both 
parties as detailed in Connected Health’s 
Disciplinary Procedures.
5. Advise both parties that there should be 
no communication between them, directly 
or indirectly, in relation to the complaint.

The Manager will then meet with the 
Accused (if internal) and:

1. Outline the nature of the complaint and 
confirm in writing.
2. Confirm that it is being handled under 
the formal procedure.
3. Ensure that the individual is aware of 
the next stages of the procedure.
4. Advise the Accused that there should 
be no communication directly or indirectly 
between him/her and the Complainant.
5. If appropriate, suspend the Accused 
on full basic pay until the investigation 
hearing can be arranged.
6. Write to the Accused outlining the 
nature of the complaint and setting a date 
for a formal investigatory meeting to be 
held at the earliest opportunity following 
receipt of the complaint, depending on the 
meeting with the Complainant.

Conduct 
of formal 
investigation

The investigation will be undertaken 
impartially as thoroughly, sensitively and 
confidentially as possible, with due regard 
to the rights of both parties. The time it 
takes to investigate a matter will depend 
on the circumstances and the number and 
availability of any witnesses.

The investigation will be governed by 
terms of reference, which will be set out 
before the investigation commences. The 
investigation Process will be conducted as 
per the following:
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The Complainant will provide written statements setting out the allegations and will also furnish 
whatever supporting documentation they may wish to rely on to support their complaints.1.
The Respondent will provide a written response to the complaints.2.
On completion of the exchange of the written complaint and written responses, the Investigation 
Team will exchange this documentation with the parties.3.
The Investigation Team will then meet with Complainant and any of her witnesses or relevant 
persons as deemed appropriate by the Investigation Team.4.
The Investigation Team will then meet with the Respondent and any of his witnesses or relevant 
persons as deemed appropriate by the Investigation Team.5.
All meetings will take place on a one-to-one confidential basis. The meetings will not be audio 
recorded. All participants will be provided with a written record of their meeting and will be given an 
opportunity to verify and sign-off on its content prior to it being made available to other relevant 
parties to the Investigation. Failure by any party to sign off on the Investigation Team’s written 
Record of a meeting within the specified timeframe, which will be a maximum of five(5) working 
days from the date of receipt, shall not in any way invalidate the record, prevent the record being 
exchanged with the other party, or delay the Investigation in any way.

6.

The parties or any witnesses may be accompanied at the investigative meetings by a person 
of their choice, such as a work colleague. The identity and status of any representative must be 
provided to the Investigation Team in advance of the meeting. The representative cannot be a 
person who may also be called as a witness to the investigation.

7.

The parties will be provided with a written record of all meetings, any documentation or material 
in relation to the allegation and with all other information upon which the Investigation Team may 
rely on in arriving at a decision. The parties will be given an opportunity to respond in writing, or if 
necessary, in person, to this material before the investigation Team considers the evidence. In the 
course of the Investigation, The Parties will be furnished with all other information upon which the 
Investigation Team may rely on in arriving at the decision.

8.

On completion of the investigation, having duly considered all the evidence submitted and 
representations made, the Investigation Team will produce a written Investigation Report to the 
nominated liaison person containing the findings/conclusions of the Investigation.

9.

The Report findings will cite the details of the complaint, the response of the Respondent and the 
results of the Investigation which may conclude that a.) That, on the balance of probability, the 
complaint is upheld for reasons stated, or b.) That, on the balance of probability, the complaint is 
not upheld for reasons which are stated or where there was insufficient evidence to decide on the 
complaint.

10.

The Investigation Team will furnish the report as quickly as practicable with an expected time frame 
of five (5) working days after the Investigation Team confirms that the investigative stage of the 
process has concluded.

11.
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Report

The Investigator(s) will provide to the 
General Manager a written report of 
the investigation which shall include 
the Investigator’s findings. Both the 
complainant and respondent will be given 
a copy of the report.

The General Manager or such other senior 
member of the Company’s management 
as appropriate will decide in light of 
the investigator’s report what action if 
any is to be taken including the referral 
of the matter to be dealt with under 
the Company’s Disciplinary Procedure. 
The right to appeal is preserved for the 
disciplinary procedure only.

Action

The Director of Nursing/General Manager 
or such other senior member of Connected 
Health’s management as appropriate 
will decide considering the investigator’s 
report what action is to be taken including 

the referral of the matter to be dealt with 
under Connected Health’s Disciplinary 
Procedure.

Protection 
against 
victimisation

Victimisation or retaliation of any kind 
against an employee for making a 
complaint or taking part in an investigation 
of bullying or harassment at work will be 
considered a serious matter and will be 

investigated and if upheld will be dealt 
with under the Disciplinary Procedure.

Statutory 
rights 
protected

Use of the above procedures will not 
affect an employee’s right to make a 
complaint under the Employment Equality 
Acts 1998-2015 in relation to harassment 
or victimisation. 

Such complaint must be made within 
6 months (or 12 months in certain 
circumstances) of the date of occurrence 
of the alleged act of harassment or 
victimisation or the date of its most recent 
occurrence.

Redeployment 
to another area

Where a complaint has been upheld, 
the complainant may wish to avoid any 
further contact with the Harasser. Should 
the Harasser remain in employment 
with Connected Health and where it is 
agreed that further contact between 
the individuals concerned would be 
unacceptable, every effort will be made 
to relocate the Harasser in the first 

instance and where transfer of the 
Complainant occurs, it should not lead to 
any disadvantage to them.
Even where a complaint is not upheld, 
or, for example, where the evidence is 
inconclusive, consideration may still be 
given, where practicable, to the voluntary 
transfer of one of the employee’s 
concerned.
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Malicious or 
vexatious 
complaints

Where a complaint is not upheld it will 
not be assumed that the complaint was 
malicious or vexatious. However, in the 
interests of natural justice, where the 
Designated Person under the informal 
procedure, or the Investigator(s) under the 

formal procedure forms the view that a 
complaint was made maliciously or vex-
atiously, it will be treated as misconduct 
and may lead to disciplinary action under 
the Disciplinary Procedure.

Review of 
policy

This policy will be reviewed regularly and 
will be updated to reflect our experiences 
in implementing it, any relevant changes 
in our workplace and any external factors 
that we consider relevant. Management 
will be responsible for ensuring that such 
reviews take place. We will monitor and 
record any incidents of bullying at work to 
assist in taking corrective action and the 
continuous improvement of these policies 
and procedures.

Employees will be provided with 
appropriate training and supervision on 
issues related to bullying and harassment 
at work including the provision of training 
for managers, supervisors, and for all 
staff, at induction or through appropriate 
awareness-raising initiatives.
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The General Data Protection Regulation 2018 (“The Regulation”) provides rules 
which apply to the collection, use, disclosure and transfer abroad of information 
about individuals which includes employee and client personal data. The 
Regulation set out the principles that the Company must follow when processing 
personal data about individuals and gives individuals certain rights in relation to 
personal data that is held about them. The aims of this policy are:

• To assist the Company in meeting its obligations under The Regulation
• To regulate the Company’s use of information relating to employees and 

others who work for the Company, and
• To ensure that employees and others working for the Company are aware 

of both their rights in relation to the personal data that the Company holds 
about them, and their responsibilities with regards to personal data they may 
process about clients and other individuals as part of their job

For ease of reference, this policy refers to “employees”, but it applies equally to 
others working for the Company.

Introduction

Below are definitions under The Regulation:

Data controller: the person or organisation that determines when, why and how 
to process Personal Data. It is responsible for establishing practices and policies 
in line with the GDPR. We are the Data Controller of all Personal Data relating 
to our Company Personnel and Personal Data used in our business for our own 
commercial purposes.

Data processor: ‘processor’ means a natural or legal person, public authority, 
agency or other body which processes personal data on behalf of the controller.

Data subject: a natural person whose personal data is processed by a controller 
or processor.

Definitions

General data protection 
policy.
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Personal data: any information identifying a Data Subject or information relating 
to a Data Subject that we can identify (directly or indirectly) from that data alone 
or in combination with other identifiers we possess or can reasonably access. 
Personal Data includes Sensitive Personal Data and Pseudonymised Personal 
Data but excludes anonymous data or data that has had the identity of an 
individual permanently removed. Personal data can be factual (for example, a 
name, email address, location or date of birth) or an opinion about that person’s 
actions or behaviour.

The Regulation places an obligation on data controllers, such as the Company, to 
observe the data protection principles. In summary these include that personal 
data must:

• Be obtained and processed lawfully and fairly in order to serve a lawful 
purpose

• Be used and disclosed for specified, explicit and legitimate purposes and not 
in any manner incompatible with those purposes

• Be adequate, relevant and not excessive in relation the purposes for which 
they are processed

• Be accurate, complete and up to date, any information that is inaccurate in 
relation to purpose for which it is kept and processed, will be rectified or 
deleted without delay

• Not be kept for longer than is necessary for the purpose(s) for which it was 
obtained

• Be processed in line with the rights given to individuals under The Regulation
• Be kept safe and secure in line with The Regulation using the appropriate 

technical and organisational measures that will ensure appropriate security 
against unlawful processing and accidental loss, destruction or damage and

• Not be transferred to countries without adequate levels of data protection

All employees have an obligation to comply with these principles where 
appropriate and must ensure that all data stored by the Company is accurate.

General data protection principles

Personal data is data relating to a living individual who is or can be identified 
either from the data or from the data in conjunction with other information 
that is in, or is likely to come into, the possession of the data controller. The 
data protection principles apply to any sort of personal data, which is either 
electronically processed (e.g. on a database) or which is held or intended to be in 
a structured filing system (e.g. a set of personnel files).

What is personal data?
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Certain personal data is classified as “sensitive personal data”. This is personal 
data relating to a person’s racial or ethnic origin, political opinions, religious or 
philosophical beliefs, membership of a trade union, physical or mental health, 
sexual life or any criminal offence or related proceedings. For example, the 
Company may, where necessary in connection with employment, collect and 
process sensitive personal data in respect of your health. Any Personal Data 
processed by the Company will be kept secure in line with The Regulation and 
will only be kept for as long as it meets its required purpose.

“Processing” includes the obtaining, recording, keeping and disclosing of 
data. Generally, processing of employee personal data may only be done with 
the employee’s consent. However, such consent is not required in certain 
circumstances, for example where the processing is necessary for compliance 
with a legal obligation or where the processing is necessary for the performance 
of a contract to which the employee is a party e.g. an employment contract.

The company’s obligation

The Company holds and processes certain personal information about you as part 
of its general employee records. The records may include your address, contact 
details, payroll details, educational history, position, etc. This sort of information 
is known as “personal data” under The Regulation. Employee information is also 
held on HR and operational databases. In some cases, the General Manager/your 
Manager might also hold employee information in their own files.

Sensitive personal data may include but is not limited to records of sickness 
absence, medical certificates and medical reports. The purpose of processing 
this type of information is generally to manage the application process, to 
administer benefit plans, to monitor and manage sickness absence and to comply 
with health and safety legislation. If sensitive personal data relating to you is 
being processed for reasons otherwise than those set out above or otherwise 
permitted by law, your explicit consent will be sought.

Nature of employee information

The Company needs to collect and use personal data about employees for a 
variety of personnel, administration, work and general business management 
purposes. These include administration of the payroll system, the administration 
of employee benefits (such as leave entitlements), facilitating the management 
of work and employees, carrying out appraisals, performance and salary reviews, 
operating and checking compliance with the Company’s employment rules and 
policies, operating the Company’s IT and communications systems, checking for 
unauthorised use of those systems and to comply with record keeping and other 
legal obligations.

Purpose of processing general employee information
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The Company will take steps to ensure that the employee information it holds is 
accurate and up to date. For example, you will be asked to inform the Company of 
any changes which we need to make to update your employee information (such 
as a change of address). From time to time you will be asked to supply updated 
personal information as part of our annual review of personal data held to ensure 
that the Company meets its data protection obligations. The Company will also 
take steps to ensure that it does not keep any information about employees for 
longer than is necessary under the Regulation and other relevant legislation. 
The Company will put in place a policy for the archiving and/or removal of any 
personal data that is no longer required as per the relevant legislation and 
regulation in order to ensure data minimisation.

Keeping employee information

The Company may make some information about you available to the Company’s 
advisers and/or data processors such as lawyers, accountants, payroll 
administrators, benefits providers (for example, pension scheme providers), 
to those providing products or services to the Company (such as IT and other 
outsourcing providers) and to government and/or regulatory authorities. 
Personal data will only be shared with such parties if they have a need- to-know 
the information for the purposes of providing the contracted services. These 
recipients may be located outside the European Economic Area. In this case, 
the Company will agree that the recipients of the information, both within and 
outside the Company, comply with the contents of this policy and the General 
Data Protection Regulation.

You may only share the Personal Data the Company holds with third parties, such 
as our service providers, if all the following hold:

• they have a need-to-know the information for the purposes of providing the 
contracted services; sharing the Personal Data complies with the Privacy 
Notice provided to the Data Subject and, if required, the

• Data Subject’s Consent has been obtained;
* the third party has agreed to comply with the required data security standards, 
policies and procedures and put adequate security measures in place; and
* the transfer complies with any applicable cross border transfer restrictions.

Sharing personal data
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The Regulation gives you (and anyone else about whom personal data is held) 
specific rights in relation to the information that is held about you. The GDPR 
introduces a right for individuals to have personal data erased (the right to be 
forgotten). Some of these rights are summarised below.

Under the Regulation, you can:

• Obtain confirmation that the Company holds personal information about you, 
as well as a written description of the information, the purposes for which it 
is being used, the sources of the information and the details of any recipients

• Obtain access to the personal information, which is held about you
• Rectify any inaccurate data held without delay
• Request that personal data be removed/deleted where no compelling reason 

exists to continue processing such data
• Restrict the processing of personal data under certain circumstances as laid 

down in The Regulation Object to the processing of personal data where the 
Company does not have compelling legitimate grounds as laid down in The 
Regulation

• It is important to note that this is not an absolute right to review all the 
information that is held about you, as there are various exceptions to this 
right contained in The Regulation. These include:

(a) where personal data is kept for the purpose of preventing, detecting or 
investigating offences and related matters; and
(b) where the data is an expression of opinion about you given by another person 
in confidence.

Your rights under the data protection rules

As well as having rights under The Regulation, all employees when processing 
personal data must comply with the general data protection rules set out in 
this Policy. Failure to comply with the rules and requirements in relation to data 
protection may result in disciplinary action being taken against you.

Your responsibilities under the data protection rules

The Company requires certain personnel information which may include but is 
not limited to the below list. In order to assist the Company in ensuring that your 
personal information is kept up to date, you should inform your Manager of any 
changes as they arise;
• CV / Application form
• Qualifications/ Education
• Address and other contact details
• Emergency contact name and number
• Bank account details
• Attendance records

Your personal information
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• If as part of your job, you hold any personal information about other 
employees of the Company, clients or about anyone else, then you also 
need to take steps to ensure that you are following the guidelines set out 
below. Please note that the following guidelines apply equally to documents 
containing personal information, which are kept in files, as well as information, 
which is kept electronically.

• You should not keep personal information about people, which you no longer 
need, or which is out of date or inaccurate. You should therefore review any 
personal information that you hold annually, bearing these principles in mind.

• All personal information must be kept securely and should remain confidential.
• If you receive a request from someone to give them any personal data about 

an employee or client (or other individual) you should refer them to the 
General Manager. The Company needs to verify the identity of the person 
making such a request and must balance various considerations when 
deciding whether and how to respond to such request, including compliance 
with The Regulation. It is therefore important to refer such requests to the 
General Manager so that s/he can ensure the Company’s obligations are 
complied with.

• Accessing, disclosing or otherwise using employee records or other personal 
data without authority will be treated as a serious disciplinary offence 
and may result in disciplinary action being taken in accordance with the 
Company’s disciplinary procedure up to and including dismissal.

If you are unsure about the application of these guidelines to the information 
you hold as part of your job, you should contact your Manager for further 
guidance.

Personal information relating to employees and clients

In the event of a breach of security leading to the accidental or unlawful 
destruction, loss, alteration, unauthorised disclosure of, or access to, personal 
data, the Organisation shall promptly assess the risk to people’s rights and 
freedoms and if appropriate report this breach to Management.

Breach

The Company may issue further guidance or make amendments to this Policy 
from time to time, which will be notified to you.

Variation
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Introduction
Connected Health is committed to maintaining the highest standards of honesty, 
openness and accountability and does not believe that it is in anyone’s interests 
for those with knowledge of wrongdoing not to come forward. Connected Health 
takes all malpractice very seriously. Persons making genuine, supported, material 
allegations should be assured that their concerns will be treated seriously and 
sensitively. Connected Health will provide reasonable support to all persons 
making genuine, supported, material allegations and will aim to protect them from 
detriment, provided that always the person making the allegation has acted in good 
faith and that the allegations make are material and properly grounded.

Whistleblowing policy.

Policy statement
Employees are encouraged to raise concerns about or report possible improprieties, 
malpractice or illegal activities occurring in Connected Health at the earliest 
opportunity and according to the procedures laid out in this Policy. The company’s 
policies in relation to grievances, bullying, harassment, disciplinary matters and other 
complaints are the appropriate procedures to use where an employee feels there 
are grievances, injustices or discrimination etc. Therefore, these issues would be 
outside the scope of this policy and should be addressed through those appropriate 
channels.

Purpose
This policy sets out to outline the procedures for raising concerns about or reporting 
possible improprieties, malpractice or illegal activities in Connected Health.

Objectives
• To provide a culture where employees will feel confident in raising concerns 

about possible improprieties and/or malpractices or illegal activities occurring in 
Connected Health.

• To encourage Employees to raise concerns about or report improprieties 
occurring in Connected Health without fear of reprisal.

Scope
This Policy applies to all categories and grades of employees in Connected Health.
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Definitions
Whistleblowing is a specific means by which an employee or stakeholder can report 
or disclose through established channels in good faith through a reasonable belief 
that the information provided is substantially true. The report should not be made 
for any personal gain or malice.

Protected disclosure
A protected disclosure refers to disclosures that are made in good faith and on 
reasonable grounds in accordance with Section 5 of the Protected Disclosures Act 
2014.

Procedure for whistleblowing (protected disclosure) for all staff
1. In the normal course of events, an employee who has concerns about 
improprieties, malpractice or illegal activities that are/could affect the health and 
welfare of clients, Service Users, other employees or visitors to Connected Health 
should report their concerns to their immediate manager. This depends, however, 
on the seriousness and sensitivity of the issues involved and who is suspected of 
the malpractice. For example, if you believe that a manager is involved, you should 
approach the Chief Executive Officer or Managing Director of Connected Health.
2. It is preferable that all concerns are put in writing, stating the reason for the 
concern and if appropriate any actions that have already been taken to address the 
concern. Concerns that are being raised should be reported using the form attached 
in appendix 6.
3. Employees’ identities will be treated as confidential unless the identity of the 
person providing the information is required to properly investigate any concerns. 
Where the concern cannot be investigated without revealing the identity of the 
employee raising the concern, the person whom you reported the issue to will 
discuss the options available and agree on how to proceed.
4. While anonymous reports will be given consideration, it is more difficult for 
Connected Health to carry out an investigation of an anonymous report.
5. Any employee who raises a concern in good faith and on reasonable grounds will 
not suffer any form of retribution as a result of raising his/her concerns even if it is 
found to be mistaken. However, where an employee raises a matter which he/she 
knows to be misleading, false or which is reckless or frivolous will be may be subject 
to disciplinary action.

Where an employee wishes to make a disclosure that concerns a matter that cannot
be dealt with through the above procedure, they should use our 24hr 
Whistleblowing Hotline on 012605037. You can also submit a concern via a 
confidential Microsoft Form, the link to which is here.

https://forms.office.com/Pages/ResponsePage.aspx?id=1mQSrlNSOkmg62XY72SDeF2gWbf5HaNLrsHrGU9N33VUQ1FLSFI5NzZVS1FNUkkwQVVDNFRVME9EUS4u&wdLOR=cBDC63575-49D5-A54B-861B-847F6114A14A
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Leaving Connected Health.
If, for any reason, a member of staff decides to leave Connected Health, we would be very interested to 
learn the reasons why and if any changes were made would it encourage the employee to reconsider 
resignation. All information concerning their experiences will be kept and discussed on a confidential 
basis. The discussion will provide Connected Health with information concerning the employee’s 
experience during their employment and if they had any suggested changes or ideas.

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

Alternatively, the period of notice given relates to the length of service:
 
Service  Notice Period
Less than 1 Month 1 Week
1 Month+  4 Weeks
12 Months Plus 4 Weeks + 1 week for every year of service

Notice period

All items always provided to assist in the performance of the job remain the 
property of Connected Health and must be promptly returned in good condition 
on leaving. This includes uniforms, keys, training materials, badges, etc. All 
files, documentation and paperwork acquired during employment must also be 
returned.

Return of property

In the employee’s final payslip, they will receive payment for any holiday or public 
holiday leave not yet taken. Please note, employees who leave their employment 
will no longer receive a P45. Instead, we, as your employer will enter your leaving 
date and details of your final pay and deductions into Revenue’s online system 
and you can access these details through Revenue’s my Account service.

Outstanding pay

It is Connected Health policy that no written references will be provided to 
employees when they leave. However, at your request, Connected Health 
will provide you with a statement of employment which will confirm your 
commencement and termination dates of employment and confirm the position 
you held with Connected Health.

Reference policy
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Conclusion.

You are a valued member of Connected Health team. You are employed because you are needed, 
because you are deemed to possess the necessary qualifications for your particular job and because you 
appear to be the kind of person who will fit into our team and help make it even more successful. The 
success of our business and therefore of our jobs depends upon the skill, care and effort which you put 
into your job every day.

Please contact the HR department for any of the relevant document mentioned in this handbook.

Thank you.

Summary

If there are any changes/amendments to this Employee Handbook, all members of staff will be notified 
in advance. Connected Health reserves the right to amend the terms and conditions of employment as 
outlined in this handbook.

Hopefully you will find this Handbook useful and informative. If there are any parts of this Handbook 
you do not understand, or you have any further questions or require further information regarding your 
employment please do not hesitate to contact the Management Team.



Summary



Contact hr@connected-health.ie if you have any queries.


