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1. Polasai Earcaiochta agus Roghnaithe

Chun cinntitl go leanann an tseirbhis dea-chleachtas maidir le hearcaiocht agus roghnu fostaithe. Baineann
an polasai seo le gach earcaiocht sa tseirbhis seo.

Polasai agus Nés Imeachta:

Is é polasai na seirbhise seo na an t-iarrthdir is fearr a earcu agus a roghnu don fholUntas inar tseirbhis
curam leanai. Is iad &r bhfostaithe ceann de na priomhacmhainni ata againn chun &r n-aidhmeanna agus
ar geuspdiri chun cinntit go mbainfi amach caram ardchéiliochta inar tseirbhis. Is é an rud is mé ataimid
ag dirit air na cinntil go roghnofar an t-iarrthéir ceart, duine a bheidh gréa aige/aici do na paisti faoinar
gcuram agus a chabhréidh le gach paiste chun barr a gcumais a bhaint amach.

An tAcht um Charam Leanai, 1991 (Seirbhisi Luathéige) Rialachain 2016 Caighdean Naisilnta 5:
Eagraiocht agus Bainistiocht, Caighdean Naisilinta 11: Cosaint Leanai.

Sa pholasai seo, leagtar amach conas a chuireann an tseirbhis an proéiseas earcaiochta i bhfeidhm ar
bhealach a chinntionn go roghnaitear an t-iarrthéir is fear do gach foluntas, le tagairt ar leith d’oiriinacht
an iarrthéra le bheith ag obair le paisti 6ga.

Is é ar bpolasai na:

o Déiledll le gach iarratas le cuirtéis agus le héifeachtulacht

e larrthoiri a roghna ar bhonn a gcailiochtai agus/n6 a dtaithi don fholantas abhartha.

e Eisteacht chothrom agus chuimsitheach a thabhairt do gach duine a théann faoi agallamh

Ni dhéanfaidh an eagraiocht:
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e leatrom ar dhaoine mar gheall ar ghnéas, ar stadas sibhialta, ar stadas teaghlaigh, ar mhichumas, ar
chlaonadh gnéis, ar aois, ar chreideamh, ar ras, ar bhallraiocht den Lucht Taistil; ar
bhallraiocht/ghniomhaiocht i gceardchumann

e leatrom ar dhaoine le taifead coirilil; né aon raitis bhréagacha a dhéanamh i litriocht earcaiochta
d’'fhégrai poist.

Cur Sios ar Phoist agus Sainchuntais Pharsanta:
Usaidfimid sonrajochtai agus sainchuntais phoist nuashonraithe i gcomhair gach poist. Ta tuilleadh
faisnéise ar fail 6n mBainistiocht.

Fégraiocht:
Braitheann na bealai a Usaidtear chun poist a fhégairt ar an bhfollintas agus ar an mbuiséad ata ar fail.
¢ Nidhéanfaidh foégrai agus an préiseas earcaiochta leatrom ar dhaoine de bharr aon cheann de na naoi

bhforas ar a bhfuil cosc ar idirdheall de réir na hAchtanna um Chomhionannas Fostaiochta, 1998 go
2008. Is iad seo Inscne, Stadas Sibhialta, Stadas Teaghlaigh, Gnéaschlaonadh, Creideamh
Reiligitnach, Aois, Michumas, Cine, Dath, Naisituntacht, n6 Bunadh Eitneach Naisiunta, Ballraiocht den
Lucht Siuil

e  T4& sé riachtanach go bhfuil aon fhégra a dhéantar neamhchlaonta agus oibiachtuil.

e Cuirfear gach ball foirne ar shaoire chosanta (mar shaoire mhaithreachais né mar shaoire atharthachta)
ar an eolas maidir le gach aon fhollntas.

o Déanfar fograiocht ar gach follntas, go hinmheénach agus go seachtrach, de réir mar is iomchui.

e Déanfar gach folintas a fhogairt tri nuachtéin an Chléir agus ollscoileanna aititla (O.L. agus C.0.C.)
ar a laghad.

e larrfar ar iarrthdiri CV a chur isteach.

e Tabharfar freagra go gach iarrthoir poist gan moill iomarcach.

Agallamh:
Is é an aidhm até againn na a oiread eolais iomchui agus is féidir a tharraingt amach 6 gach iarrthéir chun
gur féidir linn measunu beacht a dhéanamh maidir lena n-oiriinacht don phost.

Ni ghlaofar gach iarrth6ir chun agallaimh. Is é is aidhm don tseirbhis seo na préiseas agallaimh saor 6
leatrom a airithia. Nuair is féidir, cuirfear painéal agallaimh ina bhfuil cothromaiocht inscne ar fail, ach seans
nach mbeidh sé seo indéanta i gcénai. Ta roghnd na ndaoine a bheidh ar an bpainéal agallaimh faoi rogha
an Bhainistiochta. Cuirfear na ceisteanna céanna ar gach ball foirne agus bainfidh siad go direach lena
gcumas chun an post a dhéanamh.

Tabharfar marcanna d’iarrthoéiri de réir fhoirm roghnuchain agallaimh ata deartha chun innitlachtai agus
scileanna an iarrthéra chun an obair a dhéanamh a dhearbhu. Uséidtear chomh maith an sainchuntas poist
agus an critéar riachtanach agus inmhianaithe don mheasinua roghnichain. Leanfar nésanna imeachta
cothroma agus cearta.
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Tar éis gach agallaimh, déanfar measuna ar gach iarrthéir le taobh an chritéir a leagadh amach sa
sainchuntas poist, sonraiocht phearsanta, agus a gcailiochtai féin. Sinionn na hagall6iri an bhileog
agallaimh ina dhiaidh sin.

Coimeadfaidh an lucht bainistiochta taifid de na hiarratais, na critéir scagtha agus na nétai agallaimh ar fad
ar feadh tréimhse 12 mhi ar a laghad, sular féidir fail réidh leo. Tabharfar aiseolas do na hiarrthGiri
inmheanacha nach éirionn leo chun tacu leo lena bhforbairt amach anseo.

Roghnu agus Seiceail Tagairti:
e Deimhneoidh an tseirbhis aon chaipéisiocht riachtanach a bhaineann le viosai agus le ceadanna

oibre, i gcasanna inarb infheidhme,.

e Ceangléfar ar na hiarrthéiri sinit agus dearbhu gur fior an t-eolas a chuir siad ar fail.

e Ceanglofar ar iarrthéiri sonraithe de bheirt iarfhostoiri a chur ar fail i gcomhair seiceéil teistiméireachtai,
mas indéanta. Muna féidir le fostai teistiméireacht a fhail 6 iarfhostdir is leor teistiméireacht 6 fhoinse
chreiditinach. Seicedlfar teistiméireachtai iarrthéiri rathadla roimh thairiscint fostaiochta a dhéanamh.
Seicedlfar teistiméireachtai ar an nguthan agus i scribhinn chun aitheantas an iarrth6ra a dhearbhu
agus a dheimhnila agus chun seiceéil a dhéanamh ar a gculra fostaiochta, a gcdiliochtai, a gcuid taithi
agus a n-oiriinacht don rél. Ba cheart go mbeadh na teistiméireachtai déanta le déanai, bainteach
leis an bpost agus nior chéir go mbeadh duine muinteartha ina Usaid mar mholtéir. Coimeédfar
teistiméireachtai ar chomhad pearsanta an fhostai.

e Déanfar aitheantas an iarrthéra a dhearbht in éadan bunchoéip (nach fétachéip i) de chaipéisiocht
oifigitil (amhail ceadunas tiomana né pas), lena n-airitear ainm seoladh agus data breithe an iarrthéra,
chomh maith le grianghraf dé/di. Ba chéir é seo a chur i gcomparaid leis an iarratas scriofa. Ba chéir

céip de cheadlinas tiomana n6 den phas a choimeéd ar chomhad pearsanra an fhostai.

Grinnfhiosrdachan an Garda Siochéna:
In accordance with Child Care Act 1991(Early Years services) Regulations 2016 cinnteoimid go ndéanfar
grinnfhisordchan an Gharda Siochéna ar na fostaithe ar fad.

Ni ligfimid d’aon fhostai/ oibri forithinte/ mac Iéinn né oibri deonach tosu ag obair sa tseirbhis muna bhfuil
nochtadh ghrinnfhiosrdchan an Gharda Siochana faighte againn, chomh maith leis an Teastas Pailini
Idirndisidnta mar is iomchui.

De réir caighdean cigireachta Tusla caithfidh solathraithe caram leanai foirmeacha um ghrinnfhiosrdchan
an Gharda Siochana a choimead ar an lathair chun cinntit go bhfuil an tseirbhis ag comhlionadh leis na
rialachain maidir le ciram leanai chomh maith leis an Acht um an mBiuré Naisitnta Grinnfhiosrdchain 2012
(Leanai agus Daoine Soghonta).

Combhlionfaidh an tseirbhis treoir Tusla maidir le mic léinn/fostaithe/hoibrithe deonacha at4 idir 16 agus 18
mbliana d’aois. Is é an treoir sin na nach mbeidis faoi réir ghrinnfhiosrichan an Gharda Siochana ach
amhain sa chas go mbeadh rochtain suntasach gan mhaoirsil acu ar na paisti. Caithfear foirm toilithe
tuismitheoiri a shinit maidir leis na hiarratasoiri ar fad ata idir 16 agus 18 mbliana.

Is é &r bpolasai na go ndéantar grinnfhiosriichan an Gharda Siochana uair amhain gach tri bliana.
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Promhadh:

Agus na measunuithe reamhfhostaiochta déanta, tabharfar tairiscint scriofa fostaiochta chuig an iarrthdir
rathdil, ina bhfuil na sonrai ar fad maidir lena c(h)oinniolacha fostaiochta. Is é polasai na seirbhise seo na
tréimhse profa a chur san aireamh sna tairiscinti seo, tréimhse idir s¢ mhi agus aon mhi dhéag, fil mas
rud é go bhfuil an t-iarrthéir tar éis a bheith ag obair leis an eagraiocht cheana féin.

Déanfar athbhreithnithe le linn an tréimhse profa, agus ar a laghad tar éis an chéad choicis, leathbhealach,
trid, agus ag deireadh an tréimhse profa. Tugann sé seo deis don tseirbhis chun oiriinacht oibri nua le
bheith ag obair le paisti a mheas agus chun polasaithe na na heagraiochta maidir le cleachtais sabhailte a
chur i bhfeidhm.

Combhlionfaidh an tseirbhis na hAchtanna um Chosaint Sonrai, 1988 agus 2003:

o Faisnéis a fhail agus a phréiseail go cothrom.

. Faisnéis a choimead ar chuspdiri sainréite dleathach

. Gan an fhaisnéis a Usaid agus a nochtadh ach amhain ar bhealai atd comhoiriinach leis na cuspoiri
sin.

o An fhaisnéis a choimeéad sabhailte, slan.

) Gan an fhaisnéis a choimead ar feadh nios m6 ama né is ga don chuspair sin.

. Coéip de shonraithe pearsanta duine a thabhairt dé/di ar iarratas.

Comhaid Fostaiochta/Pearsanra:
Ceanglaitear orainn le reachtaiocht taifid airithe a choimeéd maidir lenar mbaill foirne. Is é &r bpolasai na

na taifid seo a leanas a choimeéd do gach ball foirne.
. C.V.

. Sainchuntas poist

o Cruthunas aitheantais (pas, ceadinas tiomana)

o Dhé Theistiméireacht deimhnithe (O bhéal agus i scribhinn)

. Foirm phréiseéilte um ghrinnfhiosrichan an Gharda SiochanaProcessed
. Seicedil Pailini Idirnaisianta nuair is infheidhme

o Céipeanna deimhnithe de chailiochtai

o Foirm londuchtaithe Chomhlanaithe

o Litir ag dearbh( go bhfuil an tréimhse profa criochnaithe go sasuil

. Taifead Oiliina an Fhostai

. Foirm Aontaithe Pholasai

48. Recruitment and Selection Policy
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To ensure the service follows best practice in the recruitment and selection of employees. This policy

applies to all recruitment in the service

Policy and Procedure:

It is the policy ofthe service to recruit and select the best candidate for any vacant position within our
childcare service. Our employees are one of the key resources we have in achieving our aims and
objectives of providing good quality care to the children in our service. Our primary concern is selecting
the right candidate that will cherish the children in our care and help each one of them to reach their

potential.

Child Care Act 1991(Early Years services) Regulations 2016(National Standard 5: Organisation and
Management, National Standard 11: Child Protection)

The following is how our service operates its recruitment process to ensure the best candidate is chosen

for every position, with particular reference to the suitability to work with young children.

Itis our policy to:
o Deal with all applications with courtesy and efficiency.
e Select candidates on the basis of their qualifications and/or experience for the vacancy concerned.

e To give every person interviewed a fair and thorough hearing.

The organisation will not:

o Discriminate unfairly against potential applicants on grounds of gender, civil status, family status,
disability, sexual orientation, age, religion, race or membership of the Traveller community; or trade
union membership / activity.

e Discriminate unfairly against persons with a criminal record; or make any false statements in

recruitment literature of job advertisements.
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Job Descriptions and Personal Specifications:
We will use updated job specifications and job descriptions for each position. Further information is
available from the Management.

Advertisement:

The avenues we use to advertise positions will depend on the vacancy and the budgets available.

e Advertisements and the selection process will not discriminate on any of the nine grounds protected by
the Employment Equality Acts 1998 to 2008. These are gender, marital status, family status, sexual
orientation, religion, age, disability, race, and membership of the traveller community.

e |tis essential that advertisements for all vacancies are impartial and objective.

o All employees on protective leave (such as maternity or parental leave) will be informed of each
vacancy.

e All vacancies will be advertised both internally and externally, as may be appropriate.

e All vacancies will be advertised at a minimum through Clare papers and local universities (UL / UCC).

e Applicants will asked to submit a CV.

e Every job applicant will be replied to without unreasonable delay.

Interview:
Our aim is to draw out as much relevant information from each candidate as possible to enable us to make
an accurate assessment of their suitability for the job.

Not all applicants will be called for interview. The service aims to ensure an interview process that is free
from discrimination. A gender-balanced interview panel will be provided where possible, but this may not
always be feasible. The selection of persons who sit on the interview panel is at the discretion of the
Management. All questions posed to the candidates will be consistent and will relate directly to the person’s

ability to do the job.

Candidates will be scored according to an interview selection form that has been designed to ascertaining
the competencies and skills of the candidate to carry out the position. The job description and essential
and desired criteria in the person specification are also utilised in the selection assessment. Fair and proper

procedures will be followed.
After each interview is held, every candidate is assessed against the criteria set out in the job description,

personal specification and their own qualifications. The interview sheet is then signed off by the

interviewers.
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Records of all applications, screening criteria and interview notes will be kept for a minimum period of 12

months by the Management, before being discarded.

Feedback will be given to unsuccessful internal candidates to support them in their future development.

Selection and Reference Checking:

e The service will also validate any necessary documentation relating to visas and work permits, where
applicable.

e Candidates will be required to sign and declare that the information they have provided is true.

e Candidates will be required to provide details of two previous employers for reference checking if
practicable. If an employee cannot get a reference from a previous employer a reference from a
reputable source will be considered. Successful candidates will have their references checked before
an offer of employment is made. References will be checked by telephone and in writing to validate
and verify the candidate’s identity and to check their employment history, qualifications, experience and
suitability for the role. References should be recent, relevant to the post and should not be provided by
family members. References will be held on the employee’s personnel file.

e The identity of the applicant will be confirmed against an original (not a photocopy) official
documentation (such as a driving licence or passport), which includes the applicant’'s name, address,
date of birth and a photograph. This should be compared with the written application. A copy of the
candidates’ driving licence or passport is required to be held on the employees personnel file.

Garda Vetting:

In accordance with Child Care Act 1991(Early Years services) Regulations 2016we will ensure that all

employees are Garda vetted

We will not allow any employee/relief worker/student or volunteer to commence work with the service if we

do not have Garda vetting and where appropriate International Police Check.

Tusla inspection standards require Garda Vetting forms to be held on site by childcare providers to ensure
the service is compliant under childcare regulations and the National Vetting Bureau (Children and
Vulnerable Persons) Act 2012.

The service will comply with Tusla guidance for students/employees/volunteers aged between 16 to 18
years. The guidance is that they should be subject to Garda vetting only when they have substantial
unsupervised access to children. A Garda vetting parental consent form must be signed in relation to

applicants in the 16 to 18 age bracket.

Our policy is that Garda vetting will be completed at three-year intervals.
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Probation:

Once all the pre-employment assessments have been completed, a written offer of employment will be
extended to the successful candidate, with full details of his or her conditions of employment. It is the policy
of the service that all such offers will include a probationary period, of six (6) months and not longer than

eleven months even when the successful candidate has been previously employed within the organisation.

Reviews will be carried out throughout the probation period and at a minimum after the initial two weeks,

mid-way and at the end of the probation period.

This gives the service an opportunity to assess the suitability of a new worker to work with children and to
implement the organisation’s policies on safe practices.

The service will comply with Data Protection Acts, 1988 and 2003 including:

. Obtaining and processing information fairly.

) Keeping it for explicit lawful purposes.

. Using it and disclosing it only in ways compatible with those purposes.

. Keeping it safe and secure.

. Retaining it for no longer than is necessary for that purpose.

. Giving a person a copy of his or her personal data on request.

Employment/Personnel Files:

Legislation requires that we keep certain records on our staff members. Itis our policy to keep the following
records for each staff member:

. C.V.

. Job Description

) Proof of identity (passport, driving license)

. Two validated References (Verbal and Written)

. Processed Garda Vetting Form

. International Police Check where applicable

) Copies of validated Qualifications

. Completed Induction Form

. Letter confirming successful probation completed
o Employee Training Record

. Policy sign-off form
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