CONDITIONS OF SERVICE OF PERMANENTPRIVATE 

WHOLE-TIME CLERICAL OFFICERS IN COMPREHENSIVE AND COMMUNITY SCHOOLS

Terms and Conditions of Employment at <X Community School>
NAME AND ADDRESS OF EMPLOYER

EMPLOYER:
<……………..>
NAME AND ADDRESS OF EMPLOYEE

EMPLOYEE:
<………………>




TITLE OF POSITION:  
Clerical Officer Grade III
1. Post & Place of Work
The appointment is full time, permanent and pensionable, and subject to the clauses as stated hereunder, your employment will commence on X date and will continue into the future unless and until terminated as hereinafter provided.
You will be required to will carry out: 

· duties assigned as appropriate to the post in Appendix 1

· any other duties as assigned from time to time by the direction of the Principal.

The normal place of work will ordinarily be the school premises at < school address>. You may be required from time to time to work and/or travel outside of the normal place of work.  In such circumstances, the employer will endeavour to give you as much notice as is reasonably possible.  However, there may be occasions when it is not possible to give you such notice.  

2. Appointment
The date of commencement of employment in this Department approved Clerical Officer Grade III position is <X date>.
Appointment to this position is conditional on the following: 

· satisfactory garda vetting

· positive assessment of medical fitness

3. Probation
You will be on probation for twelve months with effect from X date. Your performance, conduct, and suitability will be assessed and reviewed by school management during the twelve-month probationary period. You are required to engage with the probationary process including attending probationary review meetings with school management as required. 
The employer reserves the right to extend the probationary period on an exceptional basis if it is deemed that the extension would be in the interest of the employee. 
It is hereby agreed that your employment can be terminated during and/or prior to the expiration of the probationary period by either party giving one week’s written notice, or, in the case of the school, payment in lieu of notice.  

The disciplinary procedure will not apply during the probationary period or any extension thereof. 

4. Pension Arrangements
 The provisions of the Single Public Service Pension Scheme are applicable to the post and    contributions must be made in accordance with the terms of the scheme. The terms of the Single Public Service Pension Scheme shall apply in relation to retirement age. Retirement from the position will be compulsory upon reaching the age of 70 years.
5. Remuneration
The salary scale for the position shall be in conformity with the salary scale applicable to a Grade III Clerical Officer in Department approved posts, as determined by the Department of Education from time to time. 
Your starting salary will be at <point X> of Grade III Pay Scale for School Secretaries.

Salary will be paid fortnightly in arrears by bank transfer to a bank nominated by you. Salary payments are subject to appropriate PAYE/PRSI deductions as current legislation requires. This method of payment may be changed at the employer’s discretion. 
The employer reserves the right to recover by way of deduction(s) any overpayment of salary.

The school will deduct Pay Related Social Insurance Contributions (PRSI) and Universal Social Charge (USC) (if applicable) directly from your salary. It will then be collected by the Revenue Commissioners and a record of the contributions will be held by both the school and the Department of Social Protection. The PRSI and USC deduction (if applicable) will be noted on your pay slip.

6. Attendance
A gross 41 ¼ hour 5 day working week with a meal interval of 1 ¼ hours, will apply to the position (i.e., a net working week of 35 hours).

You are required to work 5 days per week and your normal hours of work will be from X am to X pm, Monday to Friday.
The Principal, on behalf of the Board of Management, reserves the right to alter your hours of work from time to time. Where possible you will be notified in advance. You may be required to work overtime on various occasions depending on the requirements of your work.  Existing normal arrangements will apply (overtime or time off in lieu). Overtime where granted will be in accordance with the arrangements laid down by the Department from time to time.
Your break/lunch arrangements will be given in line with the Organisation of Working Time Act 1997 and will be as follows: ________________. The school reserves the right to determine and change the timing of breaks as dictated by the school’s needs. 

Where you do not get an opportunity to take your break(s), please inform the Principal in writing within seven days and an alternative break period will be assigned.

All hours worked will be subject to and recorded in accordance with the provisions of the Organisation of Working Time Act, 1997 and the Organisation of Working Time Act (Regulations) 2001.  
7. Overtime
Payments for extra duty will be calculated on a basic 5 day working week of 35 hours.
The rates for extra duty are:

(a)  For salaries below €35,000

Overtime will be paid at time and a half at the first point of the appropriate scale for those on salaries below €35,000. If, however, this would result in overtime being paid at less than time at any point on the scale then it will calculated as in paragraph (b) below.

(b) For salaries at or above €35,000,

Overtime will be paid at the rate of time and a quarter at the individual’s scale point for those on salaries at or above €35,000.

Saturday attendance

· Standing alone:



Time plus one half.

· In addition to extra duty 


Time plus one half up
performed, Monday to Friday:

to weekly total of ten hours.






Double time thereafter.

The minimum Saturday payment is that applicable to an attendance of three hours.

Sunday and Public Holiday attendance

· Double time.
8. Annual Leave
The annual leave entitlement in this position is as follows.

· Clerical Officer Grade III

22 Days.

Vacation arrangements are to be agreed with the school Principal.
The granting of annual leave at any particular time is always subject to the requirements of the school and all annual leave is liable to suspension during periods of exceptional pressure. You are expected to avail of your annual leave during school closure periods. The final decision in allocating leave rests with the Principal.
Annual leave must be taken in the current leave year and cannot be carried forward from one leave year to the next except by prior arrangement. When a termination of this contract occurs and the paid annual leave already taken already exceeds the annual leave entitlement on the date of termination, the school will deduct the excess annual leave pay from any termination pay.
The employer’s annual leave year runs from <date to date>.
9. Public holidays
Employees are entitled to benefit from public holidays. Public holiday entitlement will be granted in accordance with the provisions of the Organisation of Working Time Act 1997.

Part-time employees who have worked 40 hours in the 5 weeks ending on the day before a public holiday qualify for public holiday benefit.

10. Sick Leave
Certified and self-certified sick leave may be granted in accordance with the conditions laid down by the Minister for Education from time to time. Department of Education Circular Letter 64/2014 currently applies.
Absence

In the event of absence from work, you are required to contact the school Principal yourself by 9.00 a.m. on the first day of absence.

The granting of sick leave will be subject to the following conditions:

· The proper certification for the absence in accordance with the relevant Department sick leave scheme and 
· That there is no evidence of permanent disability for service.

11. Leave

Statutory leave entitlements are implied into this contract, for example but not limited to Maternity Leave, Adoptive Leave, Parental Leave, Force Majeure Leave, Parent’s Leave, Paternity Leave, and Medical Care Leave, and may be granted in accordance with the relevant legislation.
Special leave with pay which may be allowed to a Clerical Officer in the event of the death of a relative is as follows.

· 5 working days in the case of a spouse or child, 

(‘spouse’ includes a cohabiting partner and ‘child’ includes adopted children and children being cared for on basis of ‘in loco parentis’).

· 3 working days in the case of other immediate relatives i.e. 

father, stepfather, father-in-law, mother, stepmother, mother-in-law, 

brother, stepbrother, half-brother, brother-in-law,

sister, stepsister, half-sister, sister-in-law, 

grandfather, grandmother, grandchild.

· 1 working day in the case of aunt, uncle, niece, and nephew. 

Five consecutive working days leave of absence with pay may be allowed on own marriage including the day of marriage.

12. Force Majeure Leave
An employee is entitled to leave with pay from his or her employment for urgent family reasons, owing to the injury or illness of any of the persons listed below.

· a child or adoptive child of the employee. 

· the spouse of the employee, or a person with whom the employee is living as husband or wife. 

· a person to whom the employee is in loco parentis. 

· a brother or sister of the employee. 

· a parent or grandparent of the employee. 

· persons in a relationship of domestic dependency, including same-sex partners.

Entitlement to force majeure leave is limited to circumstances where the immediate presence of the employee, at the place where the ill or injured person is situated, is indispensable.

During an absence on force majeure leave an employee is regarded as being in the employment of the employer and retains all of his or her employment rights. Force majeure leave is paid leave. It cannot be treated as part of any other leave (e.g., sick leave, adoptive leave, maternity leave, annual leave, or parental leave) to which the employee is entitled.

As soon as reasonably practicable after his or her return to work after an absence on force majeure leave, an employee must confirm to his or her employer that he or she has taken the leave. 

An employee may not be absent on force majeure leave for more than 3 days in any 12 consecutive months, or 5 days in any 36 consecutive months. Absence for part of a day is counted as one day of force majeure leave. 

13. Maternity Leave
Twenty-six weeks maternity leave with full pay (less any Social Welfare maternity allowance payable on foot of a person's Social Welfare Insurance) may be allowed. There is also the option to avail of a further 16 weeks unpaid additional leave.
Maternity leave will be available on production of a medical certificate confirming pregnancy and stating the expected date of birth of the child. 

14. Adoptive Leave
The Adoptive Leave Act entitles a qualifying adopter to 24 weeks adoptive leave. There is also the option to avail of a further 16 weeks unpaid additional leave.

An employee wishing to avail of the leave must give 4 weeks written notice to their employer prior to starting the leave. 

There is no obligation on an employer to pay an employee while absent on adoptive leave or additional leave. However, the employee may be entitled to Social Welfare benefit during the 24 weeks standard leave.

15. Parental Leave
The Parental Leave Act 1998 & 2019 entitles each relevant parent to 26 weeks unpaid parental leave.

The leave must be taken before the child is 12 years of age, or 16 years of age in the case of children with disabilities. 

This leave is non-transferable between the parents, except where both parents work for the same employer. However, this depends on the agreement of the employer.

You must notify your employer 6 weeks in advance of your intention to take parental leave. 

The leave may be "broken up" with the agreement of the employer.

16. Grievance & Disciplinary Procedure
There are agreed Grievance, Discipline and Dismissal procedures between ACCS and the       Unions (copy attached).

Grievance Procedure:

From time to time, grievances caused by misunderstanding, disagreement or general dissatisfaction may occur among staff or between the organisation and its employees. Full recognition is given to the significance of personal grievances, and it is the Board’s policy that all grievances will be dealt with without undue delay and resolved at the earliest possible stage.
If you have any grievance that you consider to be genuine in respect of any aspect of your employment, you have a right to a hearing by the Principal in the first instance. If you are unhappy with the outcome of the hearing, you may refer the matter to the Board of Management.
Clerical Officers should accept and carry out all reasonable instructions received from the Principal or other responsible Officer.
Disciplinary Procedure:
The Board of Management looks forward to a productive employment relationship and will support you in the performance of your role. 
Accordingly, in the first instance and if circumstances are appropriate, the Principal will raise the issue in an informal manner with you and outline the improvements/standards required. Inadequate work performance, conduct-related matters, or an infringement of a term of this contract or of established school rules may lead, depending on the gravity of
the failure or breach, to formal warning, suspension, and dismissal.

Certain serious breaches of school rules or conduct related matters may result in dismissal without notice or being paid in lieu of notice. 

All disciplinary action and dismissals will be carried out in accordance with the school’s disciplinary procedure, a copy of which will be given to you on commencement of employment.
17. Dignity at Work Policy
       ACCS, on behalf of the school and the main negotiating unions has agreed a Dignity at Work         Policy (copy attached).
18. Confidentiality
All information in the course of work is deemed to be confidential. You shall not discuss or disclose any information of a confidential nature relating to the school or its business or in respect of which the school owes an obligation of confidence to any person during or after your employment except in the proper course of your employment or as required by law.
You may not remove from the school premises at any time, without proper advance authorisation, any document or other property which belongs to school or contains or refers to any confidential information relating to the school. You will return to the organisation, prior to termination of your employment, any documents or other organisation property that subsequently comes into your possession or procurement in the future.
19. Data Protection
The General Data Protection Regulation (GDPR) and Data Protection Acts 1988-2018 affect all Company employees requiring that they maintain confidentiality when dealing with personal data. Unauthorised disclosure by you of any personal data relating to others may render you liable for disciplinary action up to and including dismissal. You should access and read the Data Protection Policy, with which compliance is a requirement of your contract.

20. Health & Safety
X Community School will take all reasonably practicable steps to ensure your health, safety, and welfare while at work. In addition, you undertake to take reasonable care for your own safety and health and that of any of your fellow employees and any other persons who may be affected by your acts or omissions while at work.  

You hereby agree to co-operate fully with the school, all fellow employees and any other persons to such extent as will enable the school, its employees, servants, agents, and all other relevant persons to comply with any provisions of the Safety, Health, and Welfare at Work Act 2005.  

You are required to familiarise yourself with the school’s Health & Safety Policy.  

21. Variations in terms and conditions
       The Board of Management reserves the right to amend or vary your terms and conditions of 

       employment from time to time. You will be given written notice of any significant changes to your terms and conditions of employment.  

22. Notice of Termination
Except in circumstances justifying immediate termination of your employment by the Board, you will receive the appropriate period of notice set out in the Minimum Notice and Terms of Employment Acts 1973-2005 as appropriate. Your employment may be terminated without notice for serious misconduct.

The Board of Management at all times reserves the right to pay you in lieu of notice.

When terminating your employment, you are required to give four weeks’ notice (outside of the probationary period).

Nothing in this agreement shall prevent the giving of a lesser period of notice by either party where it is mutually agreed.

I have read the above conditions and I agree to carry out the duties of the position to the best of my judgement and ability in accordance with these conditions.
Signed:  ___________________________________ 
DATE:  _________________

Signed on behalf of the Board of Management:
Signed:  ___________________________________ 
DATE:  _________________

                     Employee
APPENDIX 1
Purpose of the role:

The Clerical Officer is at the centre of the administrative hub of the school and school community and works closely with the Principal, senior management team, teachers, other non-teaching staff, students, and parents, taking responsibility for a broad variety of important secretarial and administrative support functions, and coordinating the workflow and wide range of activities processed through the administration office.

THE DUTIES OF THE CLERICAL OFFICER SHALL INCLUDE:
In larger schools the main responsibility for discharging the finance function should be assigned to the higher graded post.

FINANCE

· Monitor, control, and reconcile all financial allocations to the school (e.g., Main School Budget, Home/School Liaison, Free Book Scheme, Exam Fee Scheme, Special Technology Grants, Junior Cyle, Leaving Certificate Applied, Mock and Practical exams, Vocational Preparation and Training Programme, Community Employment, In-service, Adult-Education).

· Check and ensure the accuracy of traders’ accounts, part-time teachers, teachers claim forms, travel claims, petty cash returns, postal franking machines and expenses for Board of Management members.

· Cash: Collect rent for use of premises, enrolment fees, book rental fees, telephone charges and occasional items such as school trips etc.

· Ensure all payments to the school are recorded, receipted, reconciled, and lodged to the appropriate bank accounts.

· Preparation of payroll.

· Co-operate with existing and new Finance systems.
· Prepare reports for the Finance Committee as required.

· Liaise with Financial Support Services Unit on financial matters and outsourcing companies regarding maintenance and other contracts.
PERSONNEL

· Liaise and assist schemes various employment schemes in a complementary capacity subject to National Policy and local agreements.

· Provide assistance with the appointment of teachers and non-teaching staff.

· Maintain school personnel files. Ensure all staff files are accurately and securely maintained in line with Data Protection legislation.

· Maintain teacher attendance records and the consequential work that arises when part-time teachers undertake substitution work.

RECEPTION DUTIES

· Meet all visitors (parents, officials, community leaders, etc.)

· Process incoming and outgoing communications – emails, mail, fax, telephone, ensuring that all information is conveyed to the appropriate persons.

SECRETARIAL DUTIES

· All school secretarial work, emails, typing, filing, copying etc.

· Board of Management affairs – issuing agendas, attending meetings, producing minutes, providing all necessary documentation to Board members, and submitting copies of minutes to the Department of Education.
· Maintaining all items of office equipment.

SECRETARY TO PRINCIPAL

· Secretarial and administrative functions on behalf of the Principal in their role as School Principal and Secretary to Board of Management.

· Maintain, on behalf of the Principal, all confidential items relating to the administration and management of the school.

· Advise the Principal on the administrative implications of proposed policy changes.

PROCURMENT

· Maintain school order books, acquiring tenders, submit requisitions to Principal for approval and ensure goods ordered are delivered in good condition as per specifications. Manage ordering of materials in accordance with school guidelines and Procurement Frameworks as required.
EXAMINATIONS
· Collate and provide administrative support with examination papers (scientific symbols etc.) Reproducing papers and ensuring that all papers are treated in a secure and confidential manner.

· Provide administrative support for school timetables, result sheets, attendance sheets and student results.

RECORDS AND RETURNS

· Compile and maintain of a student database management system. Support the use of VSWare/Advanced or other school system and PPOD.
· Prepare and submit all computerised statistical returns to the Department of Education.

· Prepare and submit of ad hoc returns to the Department of Education.
INFORMATION TECHNOLOGY

· Acceptance and co-operation with operating of IT/Finance/administration systems, approved by school management, which are designed to enhance management information services and participating in training courses as required.

HEALTH AND SAFETY

· Co-operate fully with Health and Safety procedures and play an active role in so far as the position allows.
OUTSIDE AGENCIES

· Liaise with outside agencies – Local primary and post primary schools, Department of Education, ETBs, sporting organisations, community groups, local employers, government schemes etc.

The above list is not exhaustive.

