This Sample Agreement is provided for your information only and may not be relied upon as legal advice. This sample agreement might not be appropriate for your requirements. The ERF accepts no liability arising out of the use of this sample agreement. Please consult your legal or business advisor for further information or advice.

1. EMPLOYER & EMPLOYES NAMES

Employers Name			
The Employer for the purposes of this contract is:

(INSERT EMPLOYER DETAILS)

Employee’s Name and Address
(INSERT EMPLOYEE DETAILS)

2. DATE OF COMMENCEMENT 
This contract commences on the (INSERT START DATE) and is a Fixed Term Contract.  

3. PLACE OF WORK
This address is the base for your place of work, but the company reserves the right to move you to another premises or location without entitling you to payment of compensation.  You will receive notification of the premises to which you are assigned at the commencement of your contract. 

4. JOB TITLE
You are employed as the (INSERT JOB TITLE) You will be required to be flexible in this position and must be prepared to undertake such other work as may be assigned to you by the Company from time to time.

5. PROBATION 
The first six months of your employment will be regarded as a probationary period, and you will be reviewed at the three month and six month point of your employment.  During the probationary period an assessment of your performance, your duties, attitude to your work and work patterns will be made.  Following a satisfactory review at this stage, your position will be confirmed. 



6. DUTIES & RESPONSIBILITIES
In addition to the job description, you may be required to undertake additional or other duties as necessary within your capabilities and to meet the needs of your role and of the business and related businesses, so flexibility is required.	

7. REMUNERATION
Your salary is (INSERT HOURLY RATE/ SALARY), paid on a Monthly/Weekly (DELETE AS APPROPRIATE) weekly based on (INSERT HOURS)completed each week.
Overtime will be paid at a rate of time and a half only after (INSERT No. of HOURS) hours have been worked.

You will be paid by electronic transfer into your bank account, usually on the last Friday of the month.  All statutory deductions such as income tax, PRSI and USC will apply.	

8. HOURS OF WORK 
Your normal working week will be (INSERT OPENING HOURS/WORK SCHEDULE)or subject to site requirements. Given the Nature of our Industry out of hours and weekend work will be required from time to time and flexibility will be required as part of the role.

Punctuality and attendance at the hours set is important to the operational requirements of the Company, any breach of same may be the subject of disciplinary action, up to and including dismissal

You will be expected to work appropriate hours in order to carry out your responsibilities.   

Under the Organisation of the Working Time Act you are entitled to a 15-minute break once you work over 4.5 hours and a 30-minute break if you work over 6 hours. 

You are required to complete time sheets in accordance with the requirements of the Organisation of Working Time Act 1997 as amended.

Punctuality and attendance at the hours set is important to the operational requirements of the employer, any breach of same may be the subject of disciplinary action, up to and including dismissal.

MINIMUM WAGE STATEMENT
STATEMENT FOR THE PURPOSES OF THE NATIONAL MINIMUM WAGE SECTION 23(4). This provision requires:

a. The employer shall, within 4 weeks after receiving the employee’s request, give to the employee a statement in writing setting out in relation to the pay reference period or periods.

b. details of reckonable pay components (including the value of all forms of remuneration) paid or allowed to the employee in accordance with Part 1 of the Schedule, 

c. the working hours of the employee calculated in accordance with section 8, 

d. the average hourly pay (including the value of forms of remuneration other than cash payments) actually paid or allowed to the employee, as determined in accordance with section 20, and 

e. the minimum hourly rate of pay to which the employee is entitled in accordance with this Act.


TREATMENT OF PAYMENT OF WAGES (TIPS & GRATUITIES) STATEMENT
(DELETE IF NOT RELEVANT)

STATEMENT FOR THE PURPOSES OF THE Payment of Wages (Amendment) (Tips & Gratuities) Act 2022. This provision requires: 
 
a) An employer to which this section applies shall, in a manner that is fair in the circumstances and in accordance with this Act, distribute to his or her employees any tips or gratuities received by the employer by an electronic mode of payment. 

b) Subject to subsection (3), an employer shall not retain any share of tips or gratuities received by the employer by an electronic mode of payment. 

c) An employer may only retain a share of tips or gratuities received by the employer by an electronic mode of payment: 
a. in so far as such retention is required or permitted by this Act, or 
 
b. where that employer— 
a. regularly performs, to a substantial degree, the same work performed by some or all of the employees, and 

b. retains a share of tips or gratuities received by an electronic mode of payment that is no more than an amount that is fair and reasonable in the circumstances having regard to the amount of such work so performed by that employer. 

9. SICK LEAVE
The Statutory Sick Pay (SSP) is the legal minimum sick pay.
The entitlement to paid sick leave is being phased in over 4 years:

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT IN ACCORDANCE WITH THE TERMS OF EMPLOYMENT INFORMATION ACT as amended by the Employment Miscellaneous Provisions Act 2018





2025 - 7 days covered
2026 - 10 days covered


To qualify for Sick Pay, you must be employed 13 weeks continuous.  Sick days can be taken as consecutive days or non-consecutive days.  Sick Pay will only be paid on the days you are rostered to work, and you must provide an original sick cert for each of the three days.
The sick pay year is the calendar year, so it runs from 1 January to 31 December.  You can get sick pay of 70% of normal weekly pay, up to a maximum €110 a day.

REPORTING OF ABSCENCES
a) Absence due to illness
If you are unable to come to work for any reason, you or someone on your behalf must notify your manager of the reason for your absence as soon as possible, and no later than 8.45am of the first working day of absence.

If you are absent for more than two days, this must be certified and a certificate from your doctor submitted to your manager, indicating the expected duration of your absence.

Your continued employment will be considered by the company at the end of the first month of absence or at an earlier stage if it becomes clear that you are unlikely to become fit to resume your duties.  You may be required to attend the company doctor for verification of your stated illness and reason for absence.  

b) Absence for other reasons 
Domestic Violence Leave 
The Domestic Violence Leave policy of the company is governed by the requirements of the ‘Work Life Balance and Miscellaneous Provisions Act 2023’. (Section 7, 13AA).

The Domestic Violence Leave offers up to 5 days of paid leave within a 12-month period. Importantly, this leave will be paid by the employer at the employee's normal daily rate. No supporting documents are required, and notification is to be given to the designated appropriate person as soon as reasonably practicable.

Notification of an employee applying for this leave should be submitted to the Director in writing. 

Under the Work-life Balance and Miscellaneous Provisions Act 2023, anyone experiencing or at risk of domestic violence will be entitled to take five days of leave in order to access support. They will also be entitled to full pay during the period of leave.

Medical Leave 
The Medical Leave policy is governed by the requirements of the ‘Work Life Balance and Miscellaneous Provisions Act 2023.  Under this policy you are entitled to up to a maximum of 5 days annual unpaid medical care leave for parents of children up to the age of 12.  

This is in addition to the existing entitlement to unpaid parental leave. 

Parental Leave 
Parental leave will be granted in accordance with statutory provisions and entitlements.

Maternity/Adoptive Leave
Maternity leave will be granted in accordance with statutory provisions and entitlements.

Facilitation for Breastfeeding 
If an employee requires breastfeeding facilities the period that this will be facilitated is up to 104 weeks following the birth of the child.  

Compassionate Leave
3 days will be paid in the case of the death of close relatives (parent, child, spouse, brother or sister), 2 days maximum will be paid in respect of other compassionate leave.

Jury Leave
Jury duty will be paid.  Summoning letter must be submitted.  However, the Employer reserves the right not to grant Jury Leave in extreme cases where work commitments will clash with the Jury leave.

10. FLEXIBLE WORKING
For the purposes of the Parental Leave Acts, 1998-2023, Flexible Working is a working arrangement where an employee’s working hours or working patterns are adjusted, including through the use of remote working arrangements, flexible working schedules or reduced working hours. Flexible Working, depending on the nature of the role and/or business, can take different forms, including:

· Part-time work Where an employee works fewer hours than full-time employees.
· Term-time work Where an employee can take unpaid leave for a certain period of the year, most typically summertime.
· Job-sharing Where a full-time post is divided into two part-time roles and both employees share the overall duties and responsibilities for the role. Pay and benefits are shared in proportion to the hours each employee works.
Flexible Working will be granted in accordance with statutory provisions and entitlements.   To request this arrangement, contact your Line Manager.  


11. [bookmark: _Hlk127369998]REMOTE WORKING
For the purpose of the Work Life Balance and Miscellaneous Provisions Act 2023.  Remote Working (RW) is an arrangement whereby some or all of the work ordinarily carried out by an employee at an employer’s place of business under a contract of employment is provided at a location other than at the employer’s place of business without change to the employee’s ordinary working hours or duties.

All employees have the right to make a statutory request for RW.  You can request RW from your first day, however you must complete a minimum of 6 months continuous employment before an approved arrangement can start. 

Remote Working requests will be granted in accordance with statutory provisions and entitlements.  To request this arrangement, contact your Line Manger. 

12. RETIREMENT
The retirement age in the Company is set to coincide with the age at which people qualify for State pension and you must retire on this date or as may be amended in legislation in the future.

13. ANNUAL LEAVE
The Annual Leave period runs from 1st January to 31st December.  You are entitled to a maximum equivalent of four working weeks (20 days) in a full working year in addition to statutory public holidays.  

If you are a part time employee, then you will be paid holidays on a pro rata basis or 8% of total hours work up to a maximum of 4 weeks holidays per leave year. 

Leave must be applied for in writing at least two weeks in advance and the granting of leave is subject to the approval of your Line Manager and will be granted in accordance with the work requirements of the company; no holidays are to be booked until prior sanction has been granted as holiday allocations cannot be guaranteed.

Due to staffing requirements, it may be a case that only one staff member may take holidays at any one time, thus it is advised to request holidays as soon as possible.	
			
14. STATUTORY & OTHER HOLIDAYS
Your entitlement to statutory holidays is normally as follows: 

1st January
February Public Holiday 
17th March 
Easter Monday
May Public Holiday
June Public Holiday
August Public Holiday
October Public Holiday 
Christmas Day
St Stephen’s Day


However, you may be requested to work on any of these days.  

15. NOTICE TO TERMINATE YOUR EMPLOMENT WITH THE EMPLOYER
The minimum period of notice to which you are entitled and expected to give is detailed below: 
	Length of Service
	Minimum Notice

	Thirteen weeks to two years
	One week

	Two to five years
	Four weeks

	Five Years onwards
	Eight weeks



Where the employee tenders their resignation, the company reserves the right to extend payment in lieu of notice. However, the employee will remain in employment of the company until the last day of the notice period. 
Nothing in this agreement shall prevent the giving of a lesser period of notice by either party where it is mutually agreed. It must however, comply with the Minimum Notice and Terms of Employment Act 1973. This entitlement to notice will be observed except in the case of dismissal for gross misconduct or during your probation period where you are entitled to a one week notice period.   

16. LAYOFF/SHORT-TIME/REDUNDANCY
While it is our intention to provide continuity of employment, should the need arise to put you on short time or to lay you off, we will give as much notice as is reasonable in the circumstances. 

You will be paid only for actual hours worked during such periods. You will not be entitled to any payment during your layoff period. 

You will receive one weeks’ notice prior to the commencement of any layoff or short time working.

17. SMOKING POLICY
Smoking is not permitted within the company’s offices.  Any breach of this policy may be subject to disciplinary action up to and including dismissal.  
	
18. MOBILE PHONE USEAGE
If you are issued with a mobile phone as part of the requirements of your job description, this phone may be used for business purposes only during the working hours.  The company reserves the right to inspect, review, intercept, access and disclose all telephone calls, text messages and email messages made or received on the phone.  The phone remains the property of the employer company.  					

Subject to the agreement of your manager, you may use the business mobile phone outside business hours for personal use to make calls to Irish landlines and mobiles only and texting to standard Irish mobiles. Any other use such as but not limited to 1850/90 / premium calls / premium texts / international calls etc will be payable by you unless made in the course of the business.					

Every employee has a responsibility to maintain the company’s image, to use their company issued mobile phone in a productive manner and to avoid placing the company at risk for legal liability based on their usage. You should take care of the mobile and not leave it unattended or in a situation where it may be lost, stolen or otherwise. 

19. EMAIL & INTERNET USAGE					
Every employee has a responsibility to maintain the company’s image, to use these electronic resources in a productive manner and to avoid placing the company at risk for legal liability based on their use.					

E-mail and Internet access will only be provided to authorised personnel, who may be issued with appropriate passwords. Passwords must not be divulged to any other person at any time. Such authorised personnel will have responsibility for any illicit use of the passwords with or without their consent.					

The employer reserves and intends to exercise the right to review, audit, intercept, access and disclose all messages created, received, or sent over the electronic system for any purpose. All computer pass codes must be provided to your manager. No pass code may be used that is unknown to the company. Notwithstanding the company’s right to retrieve and read any electronic messages, such messages should be treated as confidential by other Employees and accessed only by the intended recipient.  					

Employees are not authorised to retrieve or read any e-mail messages that are not sent to them. Any exception to this policy must receive prior approval from the employer.  However, the confidentiality of any message should not be assumed.  Even when a message is erased it is still possible to retrieve and read that message.					

During the working day, access to non-related work websites is strictly prohibited. Though access to such sites may be made during lunch breaks as long as the sites confirm to this policy.  										
If any breach of our E-mail and Internet policy is observed, then disciplinary action up to and including dismissal may be taken.	
	
20. SOCIAL MEDIA
The employer company reserves the right to maintain its image and promotion of its good will and reputation.					

The company reserves the right to access any social media accounts under the control of its employees.  Every employee is expected to maintain the integrity of the employer company’s image in social media.  Any comments posted in social media, in any of the forums whatsoever and howsoever published, which the company considers have a negative impact on the employer company’s image, good will and reputation will become the subject of disciplinary action, up to an including dismissal.					

21. TRADE SECRETS
You will, during employment and at all times after termination, keep secret all trade secrets or other confidential, technical or commercial information which you may obtain regarding the affairs of the Company (or any of its subsidiary or associated companies) including, in particular, names and particulars of its clients or customers and any information as to the practice, business dealings or affairs of the Company or any of its customers or clients. 

This restriction shall continue to apply after the termination of your employment without limit in point of time but shall cease to apply to information or knowledge which may reasonably be said to have come into the public domain other than through unauthorised disclosure by you

22. PENSION					
The (INSERT COMPANY NAME) does not currently have a pension scheme. However, all employees over 23 years of age and under 60 years of age earning at least €20,000 per year will be automatically enrolled in the Governments Auto Enrolment Pension scheme.  Details have yet to be finalised but is expected to be introduced in January 2025.  For more details contact your manager. 

23. CONDUCT					
Your personal conduct at all times must be in accordance with the recognised standards of the Business.  Some conduct standards breaches may be considered as gross misconduct and result in immediate dismissal.					

24. GRIEVANCE PROCEDURE
If you have a grievance or concern relating to your employment, you should use the following procedures:					

a. In the first instance, speak to your immediate superior.	
				
b. Should the matter not be satisfactorily resolved, you should raise the matter either verbally or in writing with your manager, who will discuss the matter with you.  He will confirm his decision in writing to you as soon as possible.					

c. Should you not be satisfied with this decision, you should send a written statement, setting out the problem to an independent person as proposed by your Line Manager, who will arrange for your grievance or concern to be considered.  This decision will be final and will be confirmed in writing to you as soon as possible.

d. At any interview concerning a grievance you may be accompanied by another person who would normally be another staff member.	

25. DISCIPLINRY PROCEDURE
In the event of your conduct or performance falling short of the standards required by the employer in any respect (other than cases of misconduct or grave breach of discipline) These are the disciplinary steps which will be taken, in the following order:	

i. a cautionary and counselling conversation with your immediate supervisor	
ii. two verbal warnings in succession,					
iii. two written warnings, the second of which will be a final written warning.					
a) All actions resulting in disciplinary action will occur following due investigation during which you will be afforded an opportunity to make whatever representations you consider appropriate; your employment may be terminated by the employer with or without notice as is deemed appropriate.					

b) In cases of misconduct or grave breach of discipline any such complaint will be investigated fully by the employer during which investigation you will be afforded an opportunity to answer any allegations against you and make whatever representation you consider appropriate after which a final decision will be made as to your future with the employer.  Such decision may include termination of employment with or without notice as is deemed appropriate by the employer.	
				
c) At any interview concerning a disciplinary decision you may be accompanied by another person.   This person would normally be another staff member.				

26. HEALTH & SAFETY
Attention is drawn to the Health & Safety Policy at appendix A as an appendix to this contract of employment and which will be discussed in your induction training.  As far as is practicable you are responsible for your own health and safety whilst at work.  You should not interfere with or misuse any equipment provided in the interests of health and safety.  During your working life you will be required to undertake training in Health and Safety procedures.			
	
27. Disclosures of Information/GDPR and Data Protection
You shall not, as an employee or following the termination of your employment with the employer company, disclose without lawful authority any matter or information which you have obtained or to which you have had access through your position.  This includes all data to which you have had access.

You confirm that all personal information supplied to the Company, including, but not limited to, details of identity, career information, professional and academic qualifications, criminal record and eligibility to work in Ireland is correct and undertake to inform the Company without delay of any relevant changes to such information or any additional information that may affect any assignment (and/or your suitability to continue in it) as appropriate.
28. Disclosures of Information
You shall not, as an employee or following the termination of your employment with the employer, disclose without lawful authority any matter or information which you have obtained or to which you have had access through your position.  This includes all data to which you have had access.

29. ANTI BULLYING POLICY					
Your attention is drawn to the Anti-Bullying Policy which is at appendix B as an appendix to this contract of employment.  This company will not tolerate bullying in the workplace and where so found arising from an investigation, disciplinary action up to and including dismissal may result.	

30. EQUAL OPPORTUNITIES POLICY							
Your attention is drawn to the equal opportunities policy at Appendix C as an appendix to this contract.  This company is an equal opportunities employer.					

31. CHANGES IN CONTRACT
This workplace is a changing environment which may require adaptation in response to market conditions, as such, it may become necessary from time to time, to alter your conditions of employment. Such alterations will be discussed and agreed with you prior to implementation.


******************************************************************************
TERMS AND CONDITIONS OF EMPLOYMENT:
Attached also herewith you will find the company’s policy documents as appendices.  Please read these documents carefully as they are contractually binding and form part of this contract.  					
This statement of terms and conditions of employment, your original statement of terms and conditions, your employee handbook and the other documents contained within this Agreement constitute the entire agreement between you and the employer relating to employment terms and includes all of the provisions and conditions as you may have had with the employer. 

	SIGNATURE:
	(INSERT COMPANY DETAILS)

	DATE:
	




	SIGNATURE:
	Employee

	DATE:
	





APPENDIX A. HEALTH AND SAFETY POLICY – SAFETY STATEMENT

It is the policy of this Employer to comply with the Safety, Health, and Welfare at Work Act 2005, associated regulations and all other safety legislation. As a responsible and reasonable Employer, we will ensure as far as is reasonably practicable, the safety, health, and welfare of all employees whilst at work, and those persons not employed by the organisation who may be affected by our activities.

Resources shall be provided (financial, personnel and time) to ensure: - 

The provision of training and instruction to enable employees to perform their work safely and effectively. 

The provision of information to enable employees to perform their work safely and effectively.

The supervision of employees.

The provision of suitable Personal Protective Equipment (PPE).

Provision of tools and equipment, and to ensure they are maintained in safe working order.

The prevention of accidents in general, (including procuring the services of competent persons to assist when required).

That there is a process of consultation with staff on safety health and welfare matters.

Risk assessments are conducted and reviewed on a regular basis.

Employees are reminded that they have a duty under the Safety, Health and Welfare at Work Act 2005 to take reasonable care for the safety, health and welfare of themselves and of other persons who may be affected by their acts or omissions at work.

The overall responsibility for this policy rests with the (INSERT COMPANY CONTACT). The implementation of this policy is the responsibility of each employee of the organisation. All employees must ensure health and safety considerations are given priority in planning in the day-to-day execution of work.

This statement of policy will be reviewed annually through a consultative process involving Management and Staff, in order to ensure that the document is appropriate to the nature and extent of the business.

APPENDIX B:  ANTI-BULLYING POLICY
Fundamental to the concept of equality and respect for others in the workplace is that the work environment should be free from any activity that is likely to adversely affect the dignity of the individual.

The Employer is committed to a working environment that is free from bullying and intimidation.  We recognise the devastating effect which bullying can have on an individual and assert our commitment to decisive action to combat it.  The EMPLOYER will not tolerate bullying and will apply this policy and its related procedures to any reported incidents.  Members of staff who feel they are the subject of bullying should register their grievance immediately, through the procedures detailed in the guidelines of this policy statement, in the knowledge that grievances arising from bullying will be dealt with urgency and sensitivity in a confidential manner.  Employees will be protected against victimisation or retaliation for bringing a complaint of bullying. Where a complaint of bullying is upheld, those responsible will be subject to disciplinary action appropriate to the circumstances up to and including dismissal.

What is bullying?
Bullying at work can best be viewed as an aspect of harassment in the workplace generally, and might broadly be defined as “persistent, offensive, abusive, intimidating, malicious or insulting behaviour or abuse of power, conducted by one individual or a group against another or others, which makes the recipient feel upset, threatened, humiliated or vulnerable, that undermines self confidence and, which may cause them to suffer stress”.

We acknowledge that bullying can occur at any level in the organisation, in any department and can occur within peer groups, from those supervising to those supervised and vice versa.

Behaviour regarded as Bullying.
Behaviour which would be regarded as bullying can take any form, the following is a sample of some types of bullying:

· Physical contact ranging from touching to serious assault.
· Verbal abuse with or without offensive and threatening language
· Implied threats
· Jokes, gossip, slander, offensive songs
· Posters, photocopied cartoons, graffiti, obscene gestures
· Isolation, non-co-operation, or exclusion within work and from social activities
· Coercion for sexual favours
· Intrusion by pestering, spying and stalking.
· Repeated requests giving impossible deadlines or impossible tasks.
· Repeated unreasonable assignments to duties, which are obviously unfavourable.
· Vandalism of personal property (destroying clothing, scratching paintwork on cars).


Safety, Health and Welfare at Work
Under the Safety, Health and Welfare at Work Act 1989, there is a duty on employer to ensure as far as is reasonably practicable the safety, health, and welfare at work of employees. To this end all staff, managers, supervisors, and employees have a role in creating an environment where bullying is unacceptable.

COMPLAINTS PROCEDURE

Resolving problems locally  
A staff member who believes he or she is being bullied should first attempt to resolve the problem locally if this is possible and with minimum conflict.

The person should confront the individual responsible and request that the bullying ceases.  It may emerge that the perpetrator does not realise the effect of the behaviour on the complainant. Where a staff member would find it difficult to confront the perpetrator directly, they should communicate through another party, i.e. a sympathetic colleague.

Formal Procedures 
Where there is no local resolution or where it is inappropriate to seek to resolve the problem locally, it will be necessary to process the case through the normal grievance/disciplinary procedures:

The alleged case should be reported to the (INSERT COMPANY CONTACT). The person alleging bullying should, if possible, keep a record of dates, offences, and witnesses, if any.

Both parties will be interviewed separately, and detailed statements taken from each.  In the interest of natural justice, the individual against whom the allegations are made will be made aware of the nature of the complaint and be given the opportunity to respond to the allegation made.

Complaints will be dealt with as quickly as possible and while every effort will be made to maintain confidentiality it may be necessary to interview witnesses among the staff.  In this case, the importance of confidentiality will be stressed.

Both parties will have the right to be accompanied at any interviews held during the investigation.

If following a thorough investigation, the EMPLOYER can reasonably conclude that bullying has occurred, appropriate action will be taken under the disciplinary procedure.  Possible sanctions may range from a verbal warning to dismissal.

Staff will be protected from intimidation, victimisation or discrimination resulting from their alleging bullying or assisting with an investigation.

The final conclusion and sanctions, if any, resulting from an investigation into bullying may be appealed by either party, under the grievance procedures.

It should be noted that where a complaint is not upheld by a formal investigation, it will not be assumed that the complaint was malicious.  In the interest of natural justice, a complaint which emerges as having been clearly malicious will be treated as gross misconduct.  The application of this provision, however, should not deter any member of staff from bringing forward legitimate complaints.

An employee who is subjected to aggressive and bullying behaviour from a member of the public or anyone not employed by the EMPLOYER should refer the matter to the (INSERT COMPANY CONTACT) for investigation.


APPENDIX C: EQUAL OPPORTUNITIES POLICY

A. STATEMENT OF POLICY 
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.

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.

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.

The policy will be communicated to all private contractors reminding them of their responsibilities towards the equality of opportunity.

The policy will be implemented in accordance with the appropriate statutory requirements and full account will be taken of all available guidance and in particular any relevant Codes of Practice.

We will maintain a neutral working environment in which no worker feels under threat or intimidated.

B. RECRUITMENT AND SELECTION
The recruitment and selection process is crucially important to an equal opportunities policy.  We will endeavour through appropriate training to ensure that employees making selection and recruitment decision 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.

All employees involved in the recruitment process will periodically review their selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate.

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.

We will not disqualify any applicant because he/she is unable to complete an application form unassisted unless personal completion of the form is a valid test of the standard of English required for the safe and effective performance of the job.

Selection decisions will not be influenced by any perceived prejudices of other staff.

C. TRAINING AND PROMOTION
Senior staff will receive training in the application of this policy to ensure that they are aware of its contents and provisions.

All promotion will be in line with this policy. 



APPENDIX D: FLEXIBLE WORKING POLICY

For the purposes of the Parental Leave Acts, 1998-2023, FW is a working arrangement where an employee’s working hours or working patterns are adjusted, including through the use of remote working arrangements, flexible working schedules or reduced working hours.  FW, depending on the nature of the role and/or business, can take different forms, including:
	Types of Flexible Working
	Description

	Part-time work
	Where an employee works fewer hours than full-time employees.

	Term-time work
	Where an employee can take unpaid leave for a certain period of the year, most typically summertime.

	Job-sharing
	Where a full-time post is divided into two part- time roles and both employees share the overall duties and responsibilities for the role. Pay and benefits are shared in proportion to the hours each employee works.

	Flextime
	Where an employee can vary their start and finish times outside of core hours while completing the required hours of work each week/month as specified in their contract.

	Compressed working hours
	Where an employee works their full-time hours in fewer days by extending their working day in longer blocks of time. An example of this is a five-day week that is compressed into four days.

	Remote Working
	Where an employee works all or part of their working week at a location remote from the employer’s workplace, which may be the employee’s home.



[bookmark: Right_to_Request_Flexible_Working][bookmark: Making_a_Flexible_Working_Request][bookmark: _bookmark5]Right to Request Flexible Working
To make a statutory request for FW under the Act an employee must be:

· the parent or acting in loco parentis to a child under 12 years of age or under 16 years if the child has a disability or illness and who is or will be providing care to the child, or

· providing or will provide personal care or support to a specified person namely the employee’s child, spouse or civil partner, cohabitant, parent or grandparent, sibling or a person other than one in the categories already specified who lives in the same household as the employee. The person must also be in need of significant care or support for a serious medical reason.

· An employee can request FW from their first day at a new job, but they must complete a minimum of 6 months continuous employment with their employer before an approved arrangement can start. A gap in service of less than 26 weeks with the relevant employer will be discounted for the purpose of assessing whether the employee has the required 6 months continuous service before a FW arrangement can start.

Making a Flexible Working Request
An employee must submit their request for FW to their employer as soon as is reasonably practicable but not later than 8 weeks before the proposed starting date.

A request for FW must be in writing and signed by the employee. For the purpose of this Code an online application satisfies this requirement. The written or online request form must include the information set out below.

A request for FW for caring purposes must include the following information to help the employer with the decision-making process:

· the form of FW being requested.
· the proposed starting date; and
· proposed duration of the FW arrangement.

As an employer can ask an employee for any additional information that they may reasonably require about the person in need of care, employees are encouraged to include the following relevant documents and/or information with their original application so as to expedite the process:

· details of whom the request for FW for caring purposes is in respect of i.e. a child or a specified person as provided for under the Act which could be a parent, spouse, civil partner, grandparent, cohabitant, brother or sister of the employee.

· [bookmark: Right_to_a_Response_to_a_Flexible_Workin][bookmark: _bookmark6]in the case of a child, a copy of the child’s birth certificate or certificate of placement from a registered adoption agency or Tusla (the Child and Family Agency).

· in the case of a specified person in need of significant care or support for a serious medical reason:
· the employee’s relationship to the person, and
· the nature of the significant care or support, and relevant evidence of the need for significant care or support, that is.

· a medical certificate.
· stating that the person named in the certificate is in need of significant care or support for a serious medical reason, and
· signed by a registered medical practitioner.

Or
·  in the absence of a medical certificate, such evidence the employer may reasonably require in order to show that the person concerned is in need of significant care or support for a serious medical reason.

Both employers and employees should be mindful of their obligations under the GDPR in relation to such sensitive personal data.

An employee can withdraw their request for FW, up to when an approved arrangement is signed by the employee and employer. Notice to withdraw a request must be in writing and signed by the employee and given to the employer.

Right to a Response to a Flexible Working Request
An employer who receives a request for FW must respond as soon as is reasonably practicable, but not later than 4 weeks after receiving the request. If an employer experiences difficulty assessing the viability of the request, they can extend the
· 4-week period for a further period not exceeding 8 weeks. 

· Within 4 weeks of receiving the request, the employer must:

· approve the request and include an agreement prepared and signed by the employer and employee which sets out the details of the agreed arrangement, the start date and duration, of the arrangement, or

· provide notice in writing informing the employee that the request has been refused and the reasons for the refusal, or

· provide notice in writing informing the employee that more time is needed to assess the request and set out the length of the extension.

When the agreement is signed by the employer and the employee, the employer must retain the agreement and provide a copy of the agreement to the employee.

[bookmark: Changes_to_a_Flexible_Working_Arrangemen][bookmark: Termination_of_a_Flexible_Working_Arrang][bookmark: _bookmark7]Considering a Flexible Working Request
An employer who receives a request for FW must consider the request, having regard to:
· their own needs, i.e. the needs of the business.
· the employee’s needs, i.e. the reasons why the employee is requesting the FW.

When considering a request for FW, employers may wish to refer to the guidance set out in Part 2 of this Code in relation to considering a request for RW.

Changes to a Flexible Working Arrangement
An employer and an employee can agree, in writing, a change to a FW arrangement which has already been signed, before or after it has started.
A change to an arrangement can be:
· postponing the arrangement or part of it to an agreed date; or
· curtailing the period of the arrangement in a way and to the extent agreed; or
· varying the arrangement in an agreed way.

Where an approved FW arrangement has not yet commenced and the employee becomes ill or incapacitated and is unable to undertake the care in relation to which the FW arrangement is based, the employee can give notice to the employer postponing the arrangement until the employee has recovered.

This notice must be in writing and be given as soon as is reasonably practicable and include a medical certificate or such evidence that the employer may reasonably require showing that the employee is unable to care for the person concerned.

Termination of a Flexible Working Arrangement
An employer can terminate an approved FW arrangement in certain circumstances, before or after it has started if the employer is satisfied that the FW arrangement would have, or is having, a substantial adverse effect on the operation of their business, profession or occupation because of:

· seasonal variations in the volume of the work concerned, or
· the unavailability of a person to carry out the duties of the employee in the employment, or
· the nature of the duties of the employee in the employment, or
· the number of employees in the employment, or
· the number of employees in the employment whose periods of approved FW arrangement overlap in whole or in part with the period specified in the employee’s FW arrangement, or
· any other matters relevant to the substantial adverse effect on the operation of the employer’s business, profession or occupation.

[bookmark: _bookmark8]In such circumstances, the employer can, give an employee written notice of termination of an arrangement, having considered the following.

· their own needs, i.e. the needs of the business.
· the employee’s needs, i.e. the employees’ reasons for requesting FW; and
· the requirements of this Code of Practice in relation to considering termination.

The notice must set out the reasons for termination and specify the date on which the employee must return to their original working arrangement. This date must not be earlier than 4 weeks from the date of receipt of the notice of termination unless the date the approved FW arrangement comes to an end is less than 4 weeks from the date of receipt of the notice.

An employer who proposes to give notice of termination must first:

· notify the employee in writing of the proposal to terminate the arrangement, and
· include details of the grounds for terminating the arrangement, and
· give the employee 7 days after receipt of the notice to make representations to the employer in relation to the proposal, and
· consider any representations made by an employee before deciding whether to give notice of termination.

When considering termination of a FW arrangement an employer should consider if their reasons for terminating the arrangement are objective, fair and reasonable.

The grounds for the decision should be set out in a clear manner in the notice to help the employee to understand why the arrangement is being terminated and that the decision has been given consideration. Where the employee receives the notice, the employer should also consider in an objective, fair and reasonable manner any representations that have been made by the employee. The parties should consider whether any alternative arrangement may be feasible other than termination depending on the particular circumstances of each individual case.

If an employer decides to proceed with terminating the arrangement, the employee must return to their original working arrangement on the date stated in the notice.

Return to Previous Working Arrangement
An employee can request by written notice, to return to their original working arrangements earlier than had been approved by providing reasons and a proposed date of return. An employer must consider and give notice within 4 weeks of receipt as to whether the request has been approved or refused and the reasons for any refusal. When considering the request, the employer must have regard to:

· their own needs, i.e. the needs of the business; and
· the employee’s needs i.e. the reasons the employee made the request to return early.

If the employer agrees to an early return, they can propose an alternative date for return to the original working arrangement.

[bookmark: Abuse_of_a_Flexible_Working_Arrangement][bookmark: Raising_Concerns_][bookmark: _bookmark9]On the expiration of an employee’s FW arrangement, the employee is entitled to return to the original working arrangement that they held immediately before the approval of the FW arrangement.

Abuse of a Flexible Working Arrangement
An employee must use the approved FW arrangement for the purpose for which it was approved.

If an employer has reasonable grounds for believing that the FW arrangement is not being used for that purpose, they can give an employee written notice of termination setting out the reasons for the termination and specifying the date on which the employee must return to their original working arrangement.

An employer who proposes to give notice of termination on these grounds must first:
· notify the employee in writing of the proposal to terminate the arrangement; and
· include details of the grounds for terminating the arrangement; and
· give the employee 7 days after receipt of the notice to make representations to the employer in relation to the proposal; and
· consider any representations made by an employee before deciding whether to give notice of termination.

An employee is required to return to their original working arrangement 7 days after receiving notice of termination for abuse of an arrangement.

Protection of Employees from Penalisation
An employer must not penalise an employee for proposing to or having exercised their rights to make a request for FW or a request to return to a previous working arrangement.

Raising Concerns
Situations may arise where an employee feels that the FW request has not been considered in line with the legislation and/or with this Code of Practice. We would encourage employers and employees to try to resolve any issues at local level. Where there is a collective agreement between a trade union and an employer, the parties should refer to those terms for raising grievances.

Larger organisations with discrete HR units could consider designating a member of the HR team to be the point of contact for FW issues.

If an informal process has not been successful in resolving the issue, then the formal company grievance procedure may be utilised.

Notwithstanding that a breach of the Act may be referred to the WRC at any point, if the matter is addressed through the company grievance procedure and remains unresolved on completion, the employee may refer it to the WRC citing this Code.

[bookmark: _bookmark10]A specific breach of the Act may be referred to the WRC, within 6 months of the date of the breach. This time can be extended by an Adjudication Officer (AO) of the WRC to a maximum of 12 months where the AO is satisfied that the failure to refer the complaint within the initial 6-month period was due to reasonable cause.

Under the Act, neither an AO of the WRC nor the Labour Court have the legal power to assess the merits of any decision made by an employer in relation to FW. This means that they cannot look behind the merits of the decision, they can only look at the process which led to the employer’s decision.

The AO, or the Labour Court on appeal, may direct the employer to comply with specific sections of the Act and/or award compensation to the employee, not exceeding 20 weeks’ remuneration to be paid by the employer.

Complaints referred to the WRC and Labour Court are usually heard in public, and parties are named in decisions except in special circumstances.

Record Keeping
An employer must keep a record of approved FW arrangements taken by their employees. An employer who fails to retain records is liable on summary conviction to a fine of up to €2,500. The record must be kept for three years and must include:

· the period of employment of each employee; and
· the dates on which each employee was on an approved FW arrangement; and
· the number of times each employee was on an approved FW arrangement.

All notices, or copies of notices, given or received by an employer or employee must also be retained by the employer and employee for one year.

This document sets out the data retention guidelines for retaining different types of personal data within our company.  The policy applies to all personal data stored on company-owned, company-leased, and otherwise company-provided systems and media, regardless of location. These records may be created, received or maintained in hard copy or electronically.



Application Form for Flexible Working

I wish to apply for flexible working arrangements under section 13B of the Parental Leave Acts 1998-2023 for caring purposes. I confirm that I (insert name)

I have or will have completed 6 months continuous employment with (insert name of employer) on or before the proposed commencement date of the requested flexible working arrangement.

· I Am an employee who is a parent or guardian of a child and who is or will be providing care to that child
Or
· I Am an employee who is or will be providing personal care or support to a person in need of significant care or support for a serious medical reason.

Please select the criteria which applies to the person for whom you are intending to provide care:
· your child;
· your spouse or civil partner;
· your cohabitant;
· your parent or grandparent;
· your brother or sister;
· a person, other than one specified above, who lives with you;
· And
· the person I intend to care for is in need of significant care or support for a serious medical reason.

The type of flexible arrangement I am seeking is as follows:

Please note that if the form of flexible working sought is remote working then the location requirements under the legislation and the WRC Code of Practice on Flexible and Remote Working apply. Please include details of the remote working location below.

The proposed location for my remote working is 	.

I believe this location is suitable for remote working under the WRC Code of Practice on Flexible and Remote Working for the following reasons:

I wish to commence the flexible arrangement on (INSERT DATE). (This date should be at least 8 weeks after the application is submitted). 

I wish to avail of this flexible working arrangement until (INSERT DATE)

I am enclosing the following in support of my application:

· My child’s birth certificate or a certificate of placement in the case of an adopted child;
Or
· Details of my relationship with the person who is in need of care.

· The nature of the significant care or support that is required.

· Relevant evidence relating to the need of the person for significant care i.e. a medical certificate stating that the person is in need of significant care for a serious medical reason and signed by a doctor or other suitable evidence.


Signed:	______________________ (Print Name)	___________________(Signature)

Date:		___ / ___ / 20___
OFFICE USE:Date received:	___ / ___ / 20___			Date Approved:	___ / ___ / 20___	

Approved by:	__________________________	Position: _______________________________

Has the Employee been informed:	Yes/No	Date:	___ / ___ / 20___





Appendix E: REMOTE WORKING POLICY

For the purposes of the Work Life Balance and Miscellaneous Provisions Act, 2023 (the 2023 Act) Remote Working (RW) is an arrangement whereby some or all of the work ordinarily carried out by an employee at an employer’s place of business under a contract of employment is provided at a location other than at the employer’s place of business without change to the employee’s ordinary working hours or duties.

Right to Request Remote Working?
All employees have the right to make a statutory request for RW. An employee can request RW from their first day at a new job, but they must complete a minimum of 6 months continuous employment with their employer before an approved arrangement can start. A gap in service of less than 26 weeks with the relevant employer will be discounted for the purpose of assessing whether the employee has the required 6 months continuous service before a RW arrangement can start.

Making a Remote Working Request
An employee must submit their request for RW to their employer as soon as is reasonably practicable but not later than 8 weeks before the proposed starting date.

A request for RW must be in writing and signed by the employee. For the purpose of this Code an online application satisfies this requirement. The written or online request form must include the following information to help the employer with the decision-making process:
· details of the RW arrangement i.e. how many days and which days requested; and
· the proposed starting and end date of the arrangement, if relevant; and
· the reasons for requesting RW.

This is the employee’s chance to set out to their employer how they are confident that they can continue to perform their role remotely to the required standard and their individual specific reasons for making the request for RW. Examples of reasons for requesting RW could include, but are not limited to:
· reducing the daily commute and carbon foot-print;
· optimising quality of life outside normal working hours;
· personal or domestic circumstances;
· neurodiversity or special medical needs or circumstances which could favour a quiet working environment or facilities not always available in the office.

The application must also include:
· details of the proposed RW location (e.g. at home, a work hub) and,
· information on the suitability of the proposed location which should include information on the following, where relevant:
· the workstation is suitably equipped and configured to enable the employee to perform their role and duties effectively to the required standard;

· the distance of the proposed remote workplace to the employer’s on-site place of work is agreeable to the employer;

· a suitable workstation that provides adequate privacy;

· a commitment to ensuring that company data and intellectual property is secure and protected in accordance with employer policies;

· an agreement to complying with employee obligations, and to cooperating with employer obligations in ensuring compliance with the Safety, Health and Welfare at Work Act 2005;

· an agreement to a risk assessment and, if approved, to make no subsequent substantive changes to the workstation without authorisation;

· an agreement to demonstrate compliance with, but not limited to, data protection, data security, confidentiality, IT, social media, email, protection of intellectual property company policies and measures;

· the availability of relevant equipment and technology at the proposed location and agreement to ensuring that equipment is used appropriately;

· confirmation of adequate and secure internet connection to perform the role which may need to be assessed by the company’s IT department.

Having submitted their request, an employee must, if asked by their employer, submit any additional information the employer may reasonably require in relation to the request.

Both employers and employees should be mindful of their obligations under GDPR in relation to sensitive personal data which may be involved in RW applications.

An employee can withdraw a request for RW by giving written notice to their employer.

Right to a Response to a Remote Working Request
An employer who receives a request for RW must respond as soon as is reasonably practicable, but not later than 4 weeks after receiving the request. If an employer experiences difficulty assessing the viability of the request, they can extend the

· 4-week period for a further period not exceeding 8 weeks.
· Within 4 weeks of first receiving the request, the employer must:
· Approve the request and this approval must include an agreement prepared and signed by the employer and employee setting out the details of the agreed arrangement, the start and end date, if any, of the arrangement; or

· refuse the request by written notice informing the employee that the request has been refused and the reasons for the refusal; or

· provide notice in writing informing the employee that more time is needed to assess the viability of the request setting out the length of the extension.

When the agreement is signed by the employer and the employee, the employer must retain the agreement and provide a copy of the agreement to the employee.

Considering a Remote Working Request
An employer who receives a request for RW must consider the request, having regard to:
· their own needs, i.e. the business needs; and
· the employee’s needs, i.e. their reasons for requesting RW; and
· the requirements of this Code of Practice in relation to considering a request.

An employer should consider a request for RW in an objective, fair and reasonable manner. An employer may consider both the suitability of the role for RW as well as the employee’s suitability to work remotely. In reviewing whether a role or an individual employee is suitable for RW, it is important that both are reviewed in an objective, fair and reasonable manner.

In reviewing whether a role is suitable for RW the following questions could be considered by an employer. 

This is a non-exhaustive list and these matters may not be relevant in all situations:
· What type of work does the role entail?

· What are the employee’s key duties?

· Can any of the duties which make up the role be undertaken remotely?

· Does the role require a high degree of manual work?

· Does the role include tasks that must be performed or are more efficiently performed on-site?

· Does the role require access to equipment/technologies or data that are only available on-site?

· Does the role require face-to-face engagement with clients, customers or other employees on-site or at other locations?

· remote working affect the service quality or organisational operations taking into account the number of employees currently on approved leave and/or on approved remote working or flexible working arrangements?

· Are there technological solutions to mitigate issues arising from remote working?

· Do any health and safety issues arise if activities are undertaken remotely?

In considering a request for RW, an employer may consider the suitability of the employee. The following questions may be considered by an employer. This is a non-exhaustive list and these matters may not be relevant in all situations.
· Does the employee have the necessary IT skills to complete their required job functions outside of the office?

· Does the employee understand their role and require minimal supervision to complete their tasks?

· Has the employee met the performance standards and requirements of the role?

· Is the employee subject to an extended probation period?

· Is the employee subject to an active performance improvement plan?

· Is the employee involved in an ongoing disciplinary process or is there a live record of disciplinary action?

· Is the employee subject to a training programme or apprenticeship which requires supervision?

· Has the employee demonstrated an ability to meet deadlines or any other business requirements?

· Does the employee understand the need to demonstrate flexibility when required to attend on-site outside of their agreed arrangement in order to meet business needs?

· Does the employee understand that there may be a requirement to participate in team meetings/training/one-to-ones online while working remotely?

· Has the employee maintained a satisfactory attendance record and complied with the company’s attendance policy?

· Does the employee need to be on-site for learning, development or mentoring purposes?

· Does the employee need to be on-site to collaborate with colleagues in a team environment in a face-to-face setting?

In a situation where an employer cannot approve the RW arrangement sought by an employee in their request, the parties should consider an alternative arrangement, where this is feasible. The employer and employee should be open to exploring and agreeing an alternative arrangement, where feasible, taking into account the specific circumstances of each individual case.

Where agreement is reached on RW the signed agreement by the employee and the employer should be appended to an employee’s contract of employment and a copy should be retained by both parties. Employers should be mindful that a RW arrangement may lead to changes to the employee’s terms and conditions in line with the Terms of Employment (Information) Act 1994 as amended.

Changes to a Remote Working Arrangement
An employer and an employee can agree, in writing, a change to a RW arrangement which has already been signed, before or after it has started.

A change to an arrangement can be:
· postponing the arrangement or part of it to an agreed date; or
· curtailing the period of the arrangement; or
· varying the arrangement in an agreed way.

Termination of a Remote Working Arrangement
An employer can terminate an approved RW arrangement in certain circumstances, before or after it has started if the employer is satisfied that the RW would have, or is having, a substantial adverse effect on the operation of their business, profession or occupation because of:
· seasonal variations in the volume of the work concerned, or
· the unavailability of a person to carry out the duties of the employee in the employer’s place of business, or
· the nature of the duties of the employee in the employment, or
· any other matters relevant to the substantial adverse effect on the operation of the employer’s business, profession or occupation,

In such circumstances an employer can give an employee written notice of termination of an arrangement after considering the following:
· their own needs, i.e. the needs of the business;
· the employee’s needs, i.e. the employees reasons for applying for RW; and
· the requirements of this Code of Practice in relation to considering termination.
The notice must set out the reasons for termination and specify the date on which the employee must return to their original working arrangement. This date must not be earlier than 4 weeks from the date of receipt of the notice of termination unless the date the approved RW arrangement comes to an end, is less than 4 weeks from the date of receipt of the notice.

An employer who proposes to give notice of termination, must:
· notify the employee in writing of the proposal to terminate the arrangement, and
· include details of the grounds for terminating the arrangement, and
· give the employee 7 days after receipt of the notice to make representations to the employer in relation to the proposal, and
· consider any representations made by an employee before deciding whether to give notice of termination.

When considering termination of a RW arrangement an employer should consider if their reasons for terminating the arrangement are objective, fair and reasonable.

The grounds for the decision should be set out in a clear manner in the notice to help the employee to understand why the arrangement is being terminated and that the decision has been given consideration. 

The employer should also consider in an objective, fair and reasonable manner any representations made by the employee who has received the notice. The parties should consider whether any alternative arrangements other than termination may be feasible depending on the particular circumstances of each individual case.

If an employer decides to proceed with terminating the arrangement, the employee must return to their original working arrangement on the date stated in the notice.

Return to Previous Working Arrangement
An employee can request by written notice, to return to their original working arrangement earlier than had been approved by providing reasons and a proposed date of return. An employer must consider and give notice within 4 weeks of receipt as to whether the request has been approved or refused and the reasons for any refusal. When considering the request, the employer must have regard to:
· their own needs, i.e. the needs of the business;
· the employee’s needs i.e. the reasons the employee made the request to return; and
· this policy relating to considering a request to return.

An employer should consider any applicable legal or contractual obligations owed by either party before approving or refusing the employee’s request to return to their original work arrangement. If the employer agrees to the early return, they can propose an alternative date for the employee to return to their original working arrangement.

On the expiration of an employee’s RW arrangement, the employee is entitled to return to the original working arrangement that they held immediately before the approval of the RW arrangement.

Abuse of Remote Working Arrangement
An employee must continue to meet all the requirements of their role while they are working remotely. If an employer has reasonable grounds for believing that an employee is not fulfilling all of the requirements of their role, they can give an employee notice of termination of an arrangement setting out the reasons for termination and specifying the date on which the employee must return to their original working arrangement.

An employer who proposes to give notice of termination on these grounds must first:
· notify the employee in writing of the proposal to terminate the arrangement; and
· include details of the grounds for terminating the arrangement; and
· give the employee 7 days after receipt of the notice to make representations to the employer in relation to the proposal; and
· consider any representations made by an employee before deciding whether to give notice of termination.

An employee is required to return to their original working arrangement 7 days after receiving notice of termination for abuse of an arrangement.

Protection of Employees from Penalisation
An employer must not penalise an employee for proposing to or having exercised their rights to make a request for RW or a request to return to a previous working arrangement.

Raising Concerns
Situations may arise where an employee feels that the RW request has not been considered in line with the legislation and/or with this Code of Practice. We would encourage employers and employees to try to resolve any issues at local level. Where there is a collective agreement between a trade union and an employer, the parties should refer to those terms for raising grievances.

Larger organisations with discrete HR units could consider designating a member of the HR team to be the point of contact for RW issues.

If an informal process has not been successful in resolving the issue, then the formal company grievance procedure may be utilised.

Notwithstanding that a breach of the Act may be referred to the WRC at any point, if the matter is addressed through the company grievance procedure and remains unresolved on completion, the employee may refer it to the WRC citing this Code.

A specific breach of the Act may be referred to the WRC, within 6 months of the date of the breach. This time can be extended by an Adjudication Officer (AO) of the WRC to a maximum of 12 months where the AO is satisfied that the failure to refer the complaint within the initial 6-month period was due to reasonable cause.

Under the Act, neither an AO of the WRC nor the Labour Court have the legal power to assess the merits of any decision made by an employer in relation to RW. This means that they cannot look behind the merits of the decision, they can only look at the process which led to the employer’s decision.

The AO, or the Labour Court on appeal, may direct the employer to comply with specific sections of the Act and/or award compensation to the employee, not exceeding 4 weeks’ remuneration to be paid by the employer.

Complaints referred to the WRC and Labour Court are usually heard in public and parties are named in decisions except in special circumstances.

Record Keeping
An employer must keep a record of approved RW arrangements taken by their employees. An employer who fails to retain records is liable on summary conviction to a fine of up to €2,500. The record must be kept for three years and must include:
· the period of employment of each employee; and
· the dates on which each employee was on an approved RW arrangement; and
· the number of times each employee was on an approved RW arrangement.

All notices, or copies of notices, given or received by an employer or employee must also be retained by the employer and employee for one year.




Application Form for Remote Working
I wish to apply for remote working arrangements under section 20 of the Work Life Balance and Miscellaneous Provisions Act, 2023. I confirm that I (insert name)

I have or will have completed 6 months continuous employment with (insert name of employer) on or before the proposed commencement date of the requested remote working arrangement.

I wish to commence the flexible arrangement on (INSERT DATE). (This date should be at least 8 weeks after the application is submitted). 

I wish to avail of this remote working arrangement until (INSERT DATE) if applicable

The following sets out my reasons for requesting remote working: 




Please Note: This is your opportunity to explain your individual specific reasons for requesting remote working.  This will be used to hep us fully consider your work-life balance needs and your request to work remotely.

The proposed location for my remote working is 	_________________________.

I believe this location is suitable for remote working under the WRC Code of Practice on Flexible and Remote Working for the following reasons:





I will comply with the relevant company policies such as ICT Usage, Data Protection and Privacy, Diversity and Equality, Grievance and Disciplinary, Health and Safety, protecting confidential company information and IP etc.

Signed:____________________(Print Name)		________________(Signature)

Date:		___ / ___ / 20___


OFFICE USE:Date received:	___ / ___ / 20___			Date Approved:	___ / ___ / 20___	

Approved by:	__________________________	Position: ______________________________

Has the Employee been informed:	Yes/No	Date:	___ / ___ / 20___




